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Chapter  1.  The  MlS/Shop  Store  Program 

This  clui|>ter  describes  the  Management  Information  System  (MIS)  Shq)  Store  Program  and  provides 
instmctkms  for  program  installation,  setiq),  and  data  entry. 

Conventions 

This  manual  uses  q)ecific  typogn^hic  conventions  to  help  you  install  and  use  the  MIS/Shop  Store 
Program. 

Bold 

ALL  CAPITALS 
SMALL  CAPITALS 

italics 


UscdiQE 

Command  names  and  text  that  must  be  typed  exactly  as  it  iy>pears.  Type 
the  command  and  press  the  Enter  key. 

Directory  and  file  names. 

Identifying  blanks  for  data  entry  and  messages  displayed  on  the  screen 
General  emphasis 


What  is  The  MIS/Shop  Store  Program? 

The  MIS/Shop  Store  Program  maintains  records  of  graphics  work,  provides  statistical  information  on  that 
wtvk,  and  facilitates  die  use  of  a  small  shqi  store  at  NCCOSC’s  RDT&E  Division  (NRaD).  It  consists  of 
applicatum  programs  running  within  the  FoxPro  2.5  database  program  and  is  used  in  a  group  that  produces 
graphics  pr^ucts  at  NRaD.  The  program  features  cm-screen  instructions  that  lead  the  operator  through 
most  routine  tasks  associated  with  the  MIS  and  shop  store  functions. 

The  Management  Infcmnation  System  (MIS)  fimctions  allow  you  to  keep  statistical  information  on 
graphics  work,  including  fypes  of  wmk,  labm*  expended,  and  customer  costs  fw  the  products  produced.  The 
shq)  store  functions  allow  you  to  maintain  material  inventwy  and  cost  records  and  produce  forms  that 
allow  accounting  to  transfer  fimds  from  a  customer's  account  to  the  shop  store  account  These  fimds  pay 
for  die  material  used  in  the  grtqihics  production  effort 

This  manual  provides  instructions  for  using  the  MIS/Shop  Store  Program.  It  does  not  address  the  problems 
and  responsibilities  of  purchasing  stock  and  physically  stcnring  and  sorting  the  inventory. 

This  cluster  gives  a  brief  description  of  how  a  shop  store  qierates.  For  infmmation  on  setting  up  a  shqi 
store,  contact  accounting  personnel.  Fot  information  on  the  FoxPro  for  DOS  database  program,  refer  to  the 
FoxPro  manuals.  The  instructions  for  using  the  MIS/Shop  Store  Program  assume  that  FoxPro  2.5  for  DOS 
is  installed  properly  and  that  the  MIS/Shop  Store  application  programs  are  located  in  the  C:\SHOPSTOR 
directory.  Instructions  for  installing  the  MIS/Sh<^  Store  {plication  programs  are  provided  later  in  this 
chiyiter. 

Contents  of  This  Manual 

This  manual  contains: 
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A  general  descriptkm  of  MIS  Shop  Store  functions  and  tmns  (chapter  1) 

Program  installation  and  setiq>  information  and  data  entry  instructions  (ch^ter  1) 

Main  Menu  descr4>tion  (chapter  2) 

Hie  manual  includes  instructions  for 

Recording,  changing,  and  deleting  graphics  work  order  (task)  information  (chapter  3) 

Recording,  changing,  and  deleting  material  charge  transactions  (chapter  4) 

Recording  labm*  information  (chapter  S) 

Viewing  informatimi  (ctu^r  6) 

Printing  infcxmation  (chi^r  7) 

Producing  shc^  store  transaction  forms  (chi^ter  8) 

Creating  a  cost  estimate  (chapter  9) 

Backup  and  restore  operations  (chi^ter  10) 

Database  administrator  functions  (chtyiter  1 1) 

The  following  information  can  be  provided  separately  if  requited: 

Information  mi  the  structure  of  the  databases  used  (a{^ndix  A) 

An  outline  of  the  program  flow  (appendbr  B) 

A  copy  of  the  programs  used  (tqipendbi  C) 

The  Management  Information  System 

Why  Use  a  MIS  Program?  A  management  information  system  can  help  you  track  work  in  process  and 
report  m  product  costs.  The  primary  benefits  of  the  Graphics  MIS  system  are: 

It  provides  fast  access  to  administrative  and  fiscal  information  regarding  a  task  or  a  group  of  tasks. 
It  allows  you  to  determine  the  actual  unit  cost  of  a  product 

It  maintains  infmmation  requited  for  mganization  and  employee  productivity  measurements. 


Management  Information  System  Terms 

Several  MIS  terms  ate  defined  below: 

Work  Order.  A  work  order  is  a  task  performed  for  a  customer.  In  this  manual,  the  term  work  order 
is  used  when  discussing  tasks.  A  grtqihics  project  may  require  several  separate  tasks  performed  by 
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several  different  employees. 

Wwfc  Order  Number.  A  wm-k  mder  number  is  a  unique  identifying  number  for  a  task.  It  can  be 
any  combination  of  alphanumeric  characters,  but  each  task  must  have  a  unique  work  order  number. 
The  current  work  order  numbering  system  used  requires  that  the  number  include  a  fiscal  year 
designation,  the  current  month,  a  sequential  job  number,  and  the  organizational  code  for  which  the 
work  will  be  accomplished.  Use  of  a  work  (Mxler  number  allows  you  to  access  recorded  task 
information  quickly  on  the  MIS. 

Product  A  product  is  the  end  item  produced  for  the  customer.  The  MIS  allows  you  to  track 
products  and  determine  actual  product  costs  to  the  customer.  You  will  record  product  names  for  the 
gr^hks  products  you  produce  before  you  record  any  specific  task  information.  Examples  of  (n'oduct 
names  are:  complex  vg  (viewgraph),  simple  vg,  complex  line  art  simple  line  ait,  complex  poster, 
simple  poster,  etc.  To  differentiate  between  various  fevels  of  effort  you  can  designate  products  as 
simple,  complex,  routine,  (h*  any  other  designation  you  wish  to  use.  You  will  use  the  Setup  Menu  to 
record  the  names  of  your  products.  They  will  appear  as  reminders  on  the  bottom  of  the  screen  when 
you  are  adding  new  task  information. 

Material  and  labor  charges  to  a  customer  are  recorded  against  the  products  created  under  individual 
tasks.  This  allows  the  program  to  maintain  costs  involved  for  each  task  and  to  calculate  the  average 
cost  to  a  customer  for  products. 

For  each  task,  products  can  be  new,  revised,  or  rerun  or  a  combination  of  all  three.  The  new  product 
involves  an  CHiginal  effort  or  the  first  effort  involved  in  the  production  effort  A  revised  product 
involves  work  on  an  already  existing  product  to  modify  it  A  rerun  product  is  a  duplication  of  a  new 
w  revised  product  A  task  might  include  production  of  one  original  complex  viewgrqih  product  and 
20  reruns  of  the  same  (m*  another  product 

All  charges  to  the  customer  are  related  to  new,  revised,  or  rerun  products.  You  can  record  up  to  four 
product  names  for  each  task.  You  can  record  any  number  of  new,  revised,  and  rerun  products  for 
each  product  name.  Within  the  scope  of  a  task,  the  products  can  be  any  combination  of  new,  revised, 
or  rerun  products. 

Task  General  Information.  Basic  information  about  each  task  (customer  information,  job  order 
number,  etc.)  is  recorded  from  various  forms.  Record  task  information  from  task  forms  or  logs  filled 
in  by  employees  as  described  in  chapter  3.  Once  you  record  initial  task  information,  you  will  not 
have  to  record  it  again  when  you  record  material  or  labor  charges  against  that  task.  You  can  change 
task  information  at  any  time.  You  can  delete  task  information  if  you  have  not  recorded  any  charges 
against  the  task  being  deleted.  If  you  have  recorded  charges  against  the  task,  you  can  mark  the  task 
complete. 

Task  Labor  Hours.  Labor  costs  are  recorded  against  specific  products  and  tasks.  Record  labor 
hours  from  time  sheets  on  the  last  day  of  each  work  week  as  described  in  chapter  S.  The  MIS 
maintains  the  number  and  cost  of  hours  recorded  against  each  task.  Because  labor  charges  are 
related  to  new,  revised,  or  rerun  products,  you  will  record  Ulustrator  hours  for  each  product 
identified.  If  the  product  for  which  labor  was  expended  is  not  listed,  you  can  add  it  while  recording 
labor.  You  can  also  change  existing  product  names  as  required. 
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The  Shop  Store 

A  shop  store  worics  much  like  a  small  privately  owned  stem  for  which  customers  have  charge  accounts.  It 
allows  you  to  stock  material  and  provide  the  material  to  customers.  The  MlS/Shop  Store  Program  is  used 
to  reco^  the  cost  of  the  material  and  print  the  form  required  for  accounting  to  transfer  funds  from  the 
customer's  account  to  the  shop  store  account.  As  with  any  store,  you  must  maintain  an  inventory.  In  the 
MIS  Shop  Store  Program,  you  can  maintain  inventory  information  on  up  to  35  separate  stock  items.  You 
can  record  as  many  material  charges  involving  these  stock  items  as  your  disk  will  hold. 

Each  time  you  need  to  bill  a  customer  for  a  stocked  item,  you  will  use  the  program  to  record  the  billing. 

The  individual  material  charge  information  you  enter  is  recorded  and  saved.  Each  week  (or  as  directed), 
you  print  out  a  transaction  form.  It  lists  each  billing  you  have  recorded  during  the  week  (or  other 
intervening  time  period).  The  form  is  then  signed  by  the  branch  supervisor  and  sent  to  accounting  for 
processing.  Accounting  ensures  that  the  individual  charge  amounts  listed  on  the  transaction  form  are 
transferred  from  the  customer's  account  to  the  shop  store  account 

Unlike  a  small  privately  owned  store,  you  cannot  make  a  profit  on  shop  store  items.  You  must  charge  the 
customer  exactly  what  you  paid  for  the  stock. 

You  must  have  direction  from  accounting  personnel  before  you  undertake  to  run  a  shop  store.  The  entire 
shop  store  process  is  not  described  in  this  manual,  but  a  general  description  follows. 

Contact  accounting  personnel  for  permission  to  set  up  a  shop  store  and  instructions  regarding 
accounting  procedures  required.  They  will  provide  the  proper  job  order  numbers  and  accounts  for 
shop  store  operatitm. 

Use  the  Setup  Menu  to  reemd  or  change  admini  ^native  information,  including  activity  name, 
organization  name,  supervisor  name,  and  shop  store  job  order  number. 

Using  a  standard  stub  and  the  shop  store  job  order  number  received  from  accounting,  order  supplies 
to  be  stocked  in  the  shop  store.  You  are  limited  to  35  individual  items.  You  can  stock  as  many  of 
these  items  as  you  like. 

Calculate  the  actual  cost  of  each  stock  item  you  will  be  providing  to  customers.  When  you  art  sure 
of  the  actual  cost  of  the  shop  store  supplies,  calculate  the  actual  unit-of-issue  cost.  Use  the  Main 
Menu  selection  $  to  calculate  this  cost  if  required.  If  you  ordered  100  viewgraph  frames  and  the  total 
cost  was  $100.00,  then  the  unit-of-issue  cost  for  each  frame  would  be  $1.00.  Remember  The  price 
you  charge  a  customer  for  an  item  must  reflect  what  you  paid  for  the  item. 

Use  the  Setup  Menu  to  record  the  inventory.  You  will  record  stock  numbers,  names,  unit  of  issue, 
unit  cost,  and  number  in  stock  for  all  stocked  items. 

Use  the  Setup  Menu  to  assign  frequently  bundled  items  to  kits  for  ease  in  billing  these  items.  You 
can  record  information  for  up  to  20  kits.  Each  item  included  in  a  kit  must  be  stocked  in  the 
inventory. 

Record  work  order  number  and  task  information  for  each  task  as  described  in  chapter  3.  After  you 
have  recorded  the  initial  task  information  for  a  task,  you  can  record  material  charge  transactions 
against  the  products  listed  for  the  task. 

When  stocked  items  are  used  in  a  product,  record  material  charges  as  described  in  chapter  4.  At  the 
kit  selection  data  entry  screen,  enter  the  number  of  kits  used.  At  the  inventory  data  entry  screen, 
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enter  the  number  of  each  other  inventory  item  used. 

At  regular  intervals  (the  end  of  the  week  ot  month),  use  the  Print  Menu  to  print  the  current 
transaction  form.  Note  that  the  transaction  form  is  also  written  to  a  file  on  your  disk.  Each  item  (»- 
items  of  material  wiU  be  listed  separately.  Have  the  branch  head  sign  the  printed  form  and  send  it  to 
impropriate  personnel  in  accounting.  Accounting  maintains  information  required  to  balance  these 
transaction  forms  against  the  stubs  you  have  used  to  order  the  materials. 

Follow  all  procedures  provided  by  accounting  for  lull  tracking  of  shop  store  account  numbers. 

Shop  Store  Terms 

Several  shop  st(»e  terms  used  in  these  instructions  are  defined  below. 

Inventory.  The  inventory  is  the  stock  you  maintain  to  use  in  the  production  effort  The  program 
requires  that  you  use  the  Setup  Menu  to  record  the  initial  stock  quantity  available  and  the  unit  cost 
of  each  stock  item.  Fm*  each  item  stocked,  the  program  maintains  the  quantity  available  based  on  the 
number  of  items  you  bill  to  customers.  Each  time  you  bill  a  customer,  the  inventory  quantity  is 
decreased  by  the  number  of  items  billed.  When  all  initial  items  have  been  billed,  the  program 
requires  that  you  use  the  Setup  Menu  to  r  xk  the  inventory  before  further  items  can  be  billed. 

Unit  Cost  The  amount  you  pay  for  a  stock  item  is  tlx  amount  you  must  charge  the  customer  for 
that  item:  your  unit  cost  must  be  the  customer's  unit  cost  The  unit  cost  is  h:  actual  cost  of  cme 
stocked  hern  (one  viewgraph  frame,  one  sheet  of  film,  etc.).  You  can  use  the  Main  Menu  selection  $ 
to  calculate  unit  cost.  The  unit  cost  is  recorded  for  each  item  in  the  inventory.  It  can  be  changed 
(Mily  after  all  items  purchased  at  that  pria  have  been  billed  to  customers.  Each  time  you  restock  an 
item,  you  must  calculate  the  unit  cost  of  the  restocked  items. 

Material  Charge.  A  material  charge  is  a  database  record  containing  the  cost  a  particular  customer 
must  pay  for  material  expended  in  the  production  of  a  specific  product.  Each  charge  for  a  specific 
amount  of  material  is  recorded,  along  with  other  identifying  information,  in  a  separate  database 
rectxxl.  For  example,  if  you  record  that  you  provided  three  viewgraph  frames  and  two  film  sheets  to 
a  customer,  two  material  charge  transactions  will  be  created.  One  will  list  frame  information.  It  will 
list  the  customer  information,  the  stock  name  of  the  frames,  the  quantity  of  frames  you  provided,  the 
unit  cost  to  the  customer  for  the  frames  and  the  total  amount  to  charge  the  customer  for  the  three 
frames.  The  other  will  list  film  information.  It  will  list  the  customer  information,  the  stock  name  of 
the  film,  and  the  total  amount  to  charge  the  customer  for  the  two  sheets  of  film.  The  material  charge 
information  stored  in  these  records  is  used  to  create  the  shop  store  transaction  form  that  is  sent  to 
accounting. 

Transaction  Form.  A  transaction  form  lists  all  of  the  material  charges  you  have  recorded  since  the 
last  transaction  form  was  printed.  Transaction  forms  are  numbered  sequentially  by  the  program.  The 
first  one  you  print  is  number  1. 

Transaction  Form  Number.  Each  material  charge  record  contains  the  number  of  the  current 
transaction  form  (as  displayed  on  the  Main  Menu).  When  you  print  an  original  transaction  form, 
that  number  is  increased  by  one.  The  next  material  charge  you  record  will  contain  the  new  current 
transaction  form  number. 
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Program  Setup 

The  following  paragn^hs  contain  installation  instructions  and  describe  the  Setup  Menu.  Instructions  for 
tcctxding  the  initial  information  required  by  the  program  are  inovided.  Befcm  performing  the  setup,  ensure 
that  the  FbxPro  program  is  installed  prq)erly  and  that  the  MIS/Sh(^  St(xe  Program  files  are  locat^  in  the 
CiNSHOPSTOR  directory. 

Installing  the  Applicable  Programs 

Installing  FoxPro 

Follow  manufacturer's  instructions  for  installing  FoxPro  for  DOS  on  your  hard  disk.  Modify  your 
autoexec.bat  and  config.sys  files  as  required. 

Installing  the  MIS/Shop  Store  Program  Files 

The  MlS/Shc^  Store  Program  files  must  be  located  in  a  directory  named  SHOPSTOR  on  the  hard  disk 
designated  as  C.  Create  a  directory  named  SHOPSTOR  on  your  hard  disk  in  your  root  directory.  To  do 
this,  return  to  your  root  and  type: 

cdC:\ 

and  press  Enter. 

At  the  root  directory  (C:\)  prompt,  create  the  SHOPSTOR  diiectmy.  Type: 

mdshopstor 
and  press  Enter. 

Place  the  disk  containing  the  MIS/Shop  Store  (xogram  files  in  drive  a.  At  the  root  directory  (C:\)  prompt, 
type: 

copy  a:*.*  c:\shopstor 
and  press  Enter. 

The  program  files  will  be  copied  to  your  SHOPSTOR  directory.  At  the  root  directory  (C:\)  {xompt,  type: 

copy  atshopJbat  c:\ 
and  press  Enter. 

The  batch  file  used  to  call  the  program  will  be  copied  to  your  root  directory.  You  can  place  this  file  in 
another  directory  as  long  as  the  directory  is  in  your  path. 

Access  the  MIS/Shop  Stcxe  Program  by  typing  shop  at  the  root  directory  prompt  and  pressing  Enter.  The 
Main  Menu  (figure  1)  will  be  displayed. 
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0  MfliMtel  Nslid 

MAM  MENU 

MWMENUCHOIOES 

SHOP  STORE  MENU  CHOICES 

W  •  ENTER  NEW  TASK  INFORMATION 

U  -  UPDATE  TASK  MPORMATION 

0  -  DELETE  TASK  INFORMATION 

L- RECORD  LABOR 

M  •  MARK  TASK  COMPLETE 

G- STATISTICAL  INFORMATION  (CHECIOVIEW/PRINT) 

E  -  ENTER  NEW  MATERIAL  CHARGE 

C  -  CHANGE  MATERIAL  CHARGE 

D  -  OELETC  MATERIAL  CHARGE 

T  -  TRANSACTION  FORMS 
(euirant  foim  to  #  21) 

1  CHECK  INVENTORY 
$  -  CALCULATE  UNIT  COST 

P-PRINT  V-VIEW 

S  -  SETUP  Q  -  CREATE  ESTIMATE 

?- HELP  MENU 

X- EXIT -RETURN  TO  DOS 

CHOiCET 

PRINTER  READY 

Figure  1.  Main  Menu. 


Recording  Informaticm 

Data  entry  for  the  MIS/Shop  Store  Program  involves  menus,  confirmation  prompts,  and  data  entry  screens. 
The  program  was  designed  to  provide  on-screen  instructions  for  the  operator.  Each  screen  contains  either  a 
menu  with  the  CHOICE  ?  prompt  displayed,  or  a  box  at  the  bottom  of  the  screen  with  instructions  for 
proceeding  with  the  current  function  or  exiting  the  current  function. 

Menus 

When  a  menu  is  displayed,  select  die  action  you  wi^  to  take  and  press  the  corresponding  letter.  You  do  not 
have  to  press  Enter  after  a  menu  selection.  If  you  press  X,  you  wUl  be  returned  to  the  previous  menu. 
Pressing  X  at  the  Main  Menu  will  return  you  to  the  DOS  prompt 

Confiimation  Prompts 

A  confirmation  prompt  allows  you  to  confirm  an  action  you  chose  at  a  menu  or  data  entry  screen. 


Data  Entry  Screens 

When  a  data  entiy  screen  is  displayed,  fill  in  t^plicable  blanks  on  the  screen  and  press  Enter  after  each 
blank  is  filled  in.  Use  the  arrow  keys  or  the  Enter  key  to  move  between  blanks  if  required.  Pressing  PgDn 
will  exit  the  current  screen.  In  multiple  screens,  pressing  PgUp  will  take  you  back  to  the  first  screen.  When 
noted  in  the  instructions  at  the  bottom  of  a  data  entry  screen,  pressing  PgUp  gives  alternate  options  or 
information.  Always  note  instructions  at  the  bottom  of  the  data  entry  screen.  The  instructions  give 
information  regarding  required  information  and  exit  procedures. 

Locating  information  data  entry  screens  are  used  to  locate  a  single  task  or  material  charge  fOT 
viewing,  changing,  deleting,  recording  labor,  or  printing.  On  that  screen,  type  one  of  the  options 
listed  as  available.  The  program  will  search  for  items  with  matching  information.  When  items 
matching  your  search  entries  are  found,  information  on  those  items  will  be  displayed.  You  will  be 
prompted  to  accept  the  found  item  for  access,  keep  looking,  or  exit 

You  can  type  full  or  partial  information  (customer  name,  code,  job  order  number)  in  several  locating 
information  data  entry  screens.  The  program  will  search  for  items  containing  the  partial  information 
you  entered. 

Setting  Up  the  MIS/Shop  Store  Program 

Use  the  Setup  Menu  before  you  record  any  other  infmmation.  The  Setup  Menu  is  shown  in  figure  2.  You 
must  record  administrative  information  (selection  A),  enter  initial  stock  information  (selection  C),  and 
recmd  employee  information  (selection  E)  before  you  use  the  program.  You  can  also  use  selection  K  to  set 
up  kits  after  the  initial  stock  information  has  been  reccmied.  AJl  options  available  at  the  Setup  Menu  are 
discussed  in  this  chapter. 


MISI8HOP  STORE  SETUP  MENU 

A  -  ADMINISTRATIVE  INFORMATION 

T- SET  CLOCK  OWOFF 

C  -  ENTER  INTTIAL  STOCK  INFORMATION 

P- PRINT  OPTIONS 

(or  comet  otocMns  mistoluo) 

Y  •  CHANGE  FISCAL  YEAR 

K-SETUPKITS 

H- CHANGE  DATE 

G  -  VIEW  TOTAL  SHOP  STORE  CHARGES 

D -DATABASE  ADMIMSTRATOR 

F  •  CHECK  FOR  OUTDATED  PRODUCTS 

B- BACKUP/RESTORE 

X  -  EXIT  •  RETURN  TO  MAIN 

MENU  T-HELP 

CHOICE? 

Figure  2.  Setup  Menu 


The  Setup  Menu 

At  the  Main  Menu,  press  S.  The  Setup  Menu  will  be  displayed.  All  setup  functions  provide  on-screen 
instructions.  This  chapter  lists  detail^  instructions  for  using  the  functions.  The  following  selections  are 
available  at  the  Setup  Menu. 
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Administrative  Information 

Some  administrative  infbnnation  is  required  by  the  program.  You  must  record  this  information.  It  can  be 
changed  as  required. 

At  the  Setup  Menu,  press  A.  The  administrative  information  data  entry  screen  will  be  di^layed.  RU  in  die 
following  blanks.  EKh  blank  must  be  filled  in. 

Last  Number  in  Sequence.  If  you  are  doing  the  initial  setup,  type  0  in  the  LAST  NUMBER  IN  SEQUENCE 
blank.  Your  first  material  charge  entry  will  then  be  number  1 .  The  program  increases  by  one  for  each  item 
or  items  of  material  you  record  as  a  material  charge.  Normally,  the  operator  does  not  change  this  number 
after  the  initial  setiq>. 

Contra  Account.  If  y(Mi  are  doing  the  initial  setup,  type  the  number  assigned  for  the  ctmtra  account  by 
accounting  in  the  CONTRA  ACCOUNT  blank.  This  number  must  be  recorded.  It  is  printed  on  the  shop  store 
transaction  form. 

Current  Transaction  Form#.  If  you  are  doing  the  initial  setup,  type  1  in  the  CURRENT  TRANSACTION 
FORM  #  blank.  This  assigns  number  1  to  your  first  transaction  form.  The  program  will  increase  this 
number  by  one  each  time  you  print  an  original  transaction  fram.  Nmmally,  the  (^ratm  does  not  change 
this  number  after  the  initial  setup. 

Current  Fiscal  Year.  T^  the  year  designation  (1993, 1995,  etc.)  of  the  current  fiscal  year  in  the 
CURRENT  FISCAL  YEAR  blank. 

Activity.  Type  die  name  of  the  facility  or  command  in  the  ACTIVITY  blank. 

Branch  Name.  Type  die  name  of  your  ra-ganization  or  group  in  the  BRANCH  NAME  blank. 

Branch  Code.  Type  the  number  of  the  organizational  code  of  your  group  in  the  BRANCH  CODE  blank. 

Branch  Head.  Type  the  name  of  the  head  of  your  group  in  the  BRANCH  HEAD  blank.  This  name  will  be 
printed  at  the  bottom  of  each  transaction  form  for  signature.  Ensure  that  the  name  of  the  person  who  will 
sign  the  transaction  forms  is  in  this  blank. 

Branch  Phone.  Type  die  phone  number  of  the  branch  head  in  the  BRANCH  PHONE  blank.  This  number  will 
be  printed  at  the  bottom  of  each  transaction  fnm. 

Shop  Store  Joh  Order  Number.  Type  the  number  used  for  receiving  transaction  transfers  in  the  SHOP 
STORE  JOB  ORDER  NUMBER  blank.  This  is  the  job  order  number  provided  by  accounting. 

Product  Types.  Type  product  names  (items  that  your  group  produces)  in  the  PRODUCT  TYPE  blank.  The 
names  will  be  di^layed  in  all  oqis  when  you  Qpe  them  in.  This  is  the  master  list  of  product  names.  A 
product  is  the  end  item  produced  in  your  groiqi.  Examples  of  product  types  are  complex  vg,  sing>le  vg, 
complex  lineart,  simple  lineart,  complex  poster,  simple  poster,  etc.  To  differentiate  between  various  levels 
of  effrat,  you  can  designate  products  as  simple,  complex,  routine,  or  any  other  designation  you  wish  to  use. 
Later,  when  you  are  recording  task  information  you  must  identify  the  product  produced  un^r  each  task. 
The  program  will  accept  only  products  that  have  been  identified  as  a  product  type  at  this  screen. 

Use  of  standard  product  names  makes  sorting  and  printing  by  product  name  much  simpler  and  ensures  a 
high  level  of  accuracy  in  statistical  information.  After  initial  entry,  change  these  items  rally  to  add  new 
products.  Do  not  change  the  basic  nomenclature  of  a  product  For  example,  if  you  record  simple  viewgraph 
at  the  screen  as  one  of  your  products,  do  not  change  the  entry  later  to  read  easy  view  graphs.  After 
modifying  product  names,  use  Setiqi  Menu  selection  F  to  check  existing  tasks  for  outdated  product  names. 
You  will  be  allowed  to  change  procbct  names  no  longer  listed  to  match  names  in  the  current  list 
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Enter  Initial  Stock  Information 


You  must  enter  initial  stock  infcMmation  in  your  inventory  before  entering  any  material  charge  transactions. 
Use  this  selectimi  only  when  entering  the  initial  stock  information,  adding  stock  items  not  previously 
reoxded,  or  correcting  errors  made  during  previous  stock  information  entry.  Do  not  use  this  selection  fa- 
changing  the  number  of  items  available  in  an  existing  inventory.  The  program  maintains  the  numbers 
required  fm*  balancing  the  existing  stock  and  the  stock  you  have  provided  to  customers.  If  you  change  stock 
items  available  using  this  election,  the  numbers  will  not  balance. 

When  entering  initial  stock  infmmation,  you  must  fill  in  all  blanks  for  each  item  you  stock.  Do  not  record 
only  partial  information  for  an  item.  If  you  record  a  stock  number,  record  also  the  name  of  the  item,  the 
unit  of  issue,  unit  cost,  and  number  in  stock. 

Stock  number.  Assign  a  unique  stock  number  for  each  item  and  enter  it  in  the  STOCK  NUMBER  blank. 
Choose  a  number  that  will  be  easy  to  identify  as  that  item.  For  example,  8.5-  x  1 1-inch  film  manufactured 
by  QMS  and  provided  to  the  customer  in  sheets  might  be  given  the  stock  number  QMSF8S1  IS.  You  can 
name  it  smallvgframe,  largevgfram,qmsregfilm,  qmssmallfilm,  or  another  name  or  abbreviation. 

Name  of  stock  item.  Assign  a  stock  name  that  adequately  identifies  the  stock  UI  (unit  of  issue).  The  unit  of 
issue  is  a  2-  or  3-letter  designation  and  should  be  easily  identified.  Use  ea  for  each.  If  an  item  is  provided  in 
sheets,  you  could  use  sht.  For  frames,  you  could  use/rm. 

Unit  Cost.  The  amount  listed  is  what  the  customer  will  be  charged  for  one  unit  of  the  material.  It  must 
also  be  the  unit  cost  of  that  item,  which  is  the  amount  that  you  paid  for  it  For  example,  if  you  paid 
$100.00  for  100  sheets  of  film,  and  the  unit  of  issue  is  ea  (each),  then  the  unit  cost  must  be  $1.00.  The 
sheets  cost  you  $1.00  each,  and  you  must  charge  the  customer  $1.00  each.  You  cannot  charge  the  customer 
more  or  less  than  what  you  paid  for  the  item.  A  shop  store  is  not  a  profit-making  endeavor.  Use  selection  $ 
at  the  Main  Menu  to  calculate  unit  cost/customer  ptice. 

In  Stock.  Enter  the  number  of  unit  items  you  purchased.  If  you  purchased  100  sheets  of  film  and  are 
providing  them  individually  to  the  customer,  enter  100.  Do  not  change  this  number  later!  The  computer  will 
decrease  the  numbers  each  time  you  charge  a  customer  for  an  item.  When  the  number  reaches  zero,  you 
will  restock  the  item. 

Set  up  Kits 

Kits  ate  groupings  of  stock  items.  If  you  normally  provide  several  items  grouped  together  to  customers,  set 
up  a  kit  containing  those  items.  When  you  bill  the  customer  for  the  kit,  the  program  will  record  that  you 
provided  the  customer  with  all  the  items  in  the  kit,  and  a  material  charge  will  be  created  for  each  item.  You 
can  st(n%  information  on  20  kits.  Remember  that  each  item  in  a  kit  must  also  be  listed  as  a  stock  item  in  the 
inventory.  Do  not  record  a  kit  with  only  one  item  in  it  Individual  stock  items  should  be  billed  as  stock 
items,  not  as  kits. 

When  you  press  K  at  the  Setup  Menu,  the  kit  data  entry  screen  will  be  displayed.  Note  instructions  at  the 
bottom  of  the  screen. 

To  ^d  a  kit  enter  a  kit  part  name  and  the  stock  numbers  and  quantities  of  items  in  that  kit  To  delete  a  kit 
delete  the  kit  name.  All  items  contained  in  that  kit  will  be  deleted. 

Kit  name.  Choose  a  name  easily  identified  as  a  kit  For  example,  the  kit  titled  Kit  1  vgsmall  might  include 
all  items  required  to  produce  a  letter-sized  viewgrtq}h  (frame,  film,  ink)  using  materials  manufactured  by 
various  vendors.  It  can  then  be  identified  as  Kit  1  or  vgsmall.  There  is  enough  room  to  name  the  kit  small 
viewgraph  if  you  like,  or  even  kit  1  -  small  viewgraphs  in  white  frames. 
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Stodi  Number  and  Quantity.  For  each  kit,  there  are  blanks  for  STOCK  NUMBER  and  QUANTITY.  You  can 
include  up  to  five  stock  items  in  a  kit  Enter  only  inventory  stock  numbers  in  the  STOCK  NUMBER  blanks. 

In  the  QUANTITY  blank,  record  Uk  quantity  of  each  inventory  item  that  is  required  to  make  a  kit  For 
example.  Kit  1  might  contain  two  items:  one  qmsregfiUn  and  one  smallvgfrcane. 

After  you  have  entered  kit  infnmatitm,  the  program  checks  to  makft  sure  that  the  stock  items  in  each  kit  are 
listed  in  die  inventory.  If  they  are  not  an  operator  message  will  be  displayed.  The  kit  part  numbers  not 
listed  will  be  displayed.  If  an  item  listed  in  a  kit  is  also  listed  in  the  inventory,  but  is  currently  out  of  stock, 
a  message  will  be  displayed.  The  next  screen  will  list  die  kit  parts  that  are  currently  out  of  stock. 

View  Total  Shop  Store  Charges 

This  selection  allows  you  to  view  a  total  of  all  material  charges  you  have  recorded. 

Check  for  Outdated  Products 

This  selection  checks  all  product  names  recorded  for  tasks  against  the  master  list  of  product  names  you 
recorded  at  the  Setup  Menu.  If  a  task  product  r.^me  that  does  not  match  one  of  the  master  list  product 
names  is  found,  you  will  be  prompted  to  change  it  to  one  of  the  names  contained  in  the  master  list 

Restock  Inventory 

Use  Setup  Menu  selection  R  to  restock  the  inventory  after  initial  stock  information  has  been  recorded  and 
all  stock  items  of  a  stock  number  have  been  used  and  billed. 

To  restock,  purchase  material  using  the  sht^  store  job  order  number  and  calculate  the  price  you  paid  for 
each  item.  Then  enter  the  number  of  items  and  unit  cost  for  each  item.  Costs  for  materials  from  commercial 
vendors  vary.  The  price  you  pay  for  stock  items  may  go  iq)  down  over  a  period  of  days  or  weeks.  The 

price  you  charge  the  customer  for  each  item  must  be  ttetermined  by  the  price  you  paid  for  the  items,  so  all 
of  the  existing  stock  items  in  a  category  must  be  expended  and  billed  before  you  restock  and  record  the  new 
unit  cost 

There  is  some  stock  item  loss  and  destruction  during  normal  operations.  You  may  be  physically  out  of 
stock,  while  the  program  indicates  that  you  still  have  stock  items.  For  normal  stock  loss,  use  an  overhead 
job  order  number  and  bUl  yourself  for  the  remaiiting  items  before  you  enter  the  number  of  new  stock  items 
and  their  new  unit  cost  figures. 

When  you  select  R  at  the  Setup  Menu,  an  information  screen  will  be  displayed.  It  contains  the  information 
listed  above.  Press  Enter. 

The  restock  data  entry  screen  will  be  displayed.  If  an  item  is  out  of  stock  (0  in  the  NUMBER  IN  STOCK 
column),  you  will  be  able  to  enter  information  in  blanks  for  stock  number,  name  of  stock  item,  unit  of  issue 
(UI),  unit  cost,  and  number  of  items.  To  restock  an  item,  enter  the  new  unit  cost  and  the  new  number  in 
stock.  If  required,  you  can  modify  the  stock  number  of  the  name  of  the  stock  item  at  this  time.  Do  not 
record  (mly  partial  information  for  a  stock  number.  If  you  record  a  stock  number,  also  record  the  name  of 
the  item,  the  unit  of  issue,  unit  cost,  and  number  in  stock. 

If  you  change  a  stock  number  later,  check  the  kits.  If  the  changed  stock  number  is  included  in  a  kit,  change 
that  number  also. 
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Aftor  the  last  restock  data  entry  screen,  the  Kit  Option  Menu  will  be  displayed.  To  check  or  change  kit 
information,  press  K.  The  kit  data  entry  screens  will  be  di^layed.  Use  these  screens  to  add  or  change  kit 
names,  stock  numbos  and  quantities  of  items  contained  in  kits.  Remember  dial  kit  item  stock  numbers 
must  be  stock  items  located  in  tte  inventory.  Agmn,  be  sure  to  read  irtstructions  di^layed  at  the  bottom  of 
die  screens. 

Enqiloyee  Options 

You  must  tectml  employee  information  for  each  employee  in  your  group  at  initial  setup  of  the  program.  At 
the  Setiq)  Menu,  press  E.  The  Employee  Options  Menu  will  be  displayed. 

Adding  Em|doyee  Infimnation.  To  add  employee  informadon,  press  A  at  the  Employee  Optitms  Menu. 
The  adding  enqiloyee  infamatkm  data  entry  screen  will  be  displayed. 

All  informadon  requested  mi  the  data  entry  screen  is  required.  In  the  INITIALS  blank,  enter  three  initials  by 
which  you  wUl  identify  the  employee  when  recording  task  infmmadon.  Enter  the  employee's  LAST  NAME 
and  FIRST  NAME  in  the  appropriate  blanks.  Obtain  OVERHEAD  RATE  and  PROJECT  RATE  (costs  per  hour) 
f<x  each  employee  from  your  division  administrative  staff  and  enter  the  information  in  the  appropriate 
blanks.  If  you  leave  a  blank  empty,  an  error  message  will  be  displayed.  You  will  be  allowed  to  return  to  the 
data  entry  screen  and  correct  the  errm  or  exit  and  return  to  the  Employee  Optimis  Menu. 

Changing  Employee  Information.  To  change  employee  infmmation,  press  C  at  the  Employee  Options 
Menu.  The  first  changing  enqiloyee  infmmation  data  entry  screen  with  a  list  of  employees  and  initials  will 
be  displayed. 

Enter  the  initials  of  the  employee  and  press  Enter.  If  tite  employee  infmmation  is  not  found  in  die  database, 
a  message  will  be  di^layed. 

The  second  changing  employee  infmmation  data  entry  screen  will  be  displayed.  Use  the  arrow  or  return 
keys  to  positimi  the  cursor  in  the  blank  requiring  change.  Type  changes  and  {ness  Eatm. 

You  caiuiot  record  duplicate  initials  for  employees.  You  must  assign  and  use  a  unique  three-letter  initial 
designatin’  for  each  employee.  If  you  enter  initials  already  assigned  to  another  emplr^ee,  an  error  message 
will  be  di^layed.  Hie  ini^s  will  not  be  changed. 

You  can  change  infmmatimi  on  the  data  entry  screen,  but  you  carmot  delete  it  Employee  last  name,  first 
name,  title,  overhead  rate,  and  project  rate  must  be  recorded  for  each  employee. 

Deleting  Emplt^ee  Information.  To  mark  an  employee  as  no  longer  employed,  press  D  at  the  Employee 
Options  Menu.  The  deleting  employee  information  data  entry  screen  with  a  list  of  employees  and  initials 
will  be  displayed.  Note  instructions  displayed  at  the  bottom  of  the  screen. 

Enter  the  initials  of  the  employee  and  press  Enter.  If  the  employee  information  is  not  found  in  the  database, 
a  message  will  be  displayed.  If  the  employee  iiutials  are  found,  you  will  be  prompted  to  confirm.  If  you 
ctmfirm,  the  employee  inftxmatimt  wiU  be  changed  to  indicate  t^  the  employee  is  not  employed. 

Viewing  Employee  Infinmation.  To  view  employee  information,  press  V  at  the  Employee  Options  Menu. 
The  View  Emplt^ee  Information  Menu  wUl  be  di^layed.  You  can  view  individual  employee  informatirm  or 
informatimi  on  all  employees  in  sequence. 

To  view  infOTmatiai  on  one  employee,  press  O  at  the  View  Employee  Information  Menu.  The  enqtloyee 
infcxmatitm  data  entry  screen  with  a  list  of  employees  and  initials  will  be  displayed.  Note  instructions 
di^layed  at  the  bottom  of  tiie  screen. 
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Eoter  the  initials  of  the  employee  and  press  Enter.  If  the  employee  information  is  not  found  in  the  database, 
a  message  wUl  be  di^layed.  If  the  employee  initials  are  found,  the  employee  information  will  be  di^layed. 

To  view  informatimi  on  all  employees,  press  A  at  tire  View  Enq>loyee  Infcvmation  Menu.  Information  on 
each  employee  wUl  be  di^lay^.  Press  Enter  to  move  between  screens.  Press  Esc  to  exit  this  function  and 
return  to  the  View  Employee  Information  Menu. 

Printing  Employee  Information.  To  print  employee  information,  press  P  or  R  at  the  Employee  Options 
Menu.  Selection  P  prints  a  list  of  employees  and  initials.  Selection  R  prints  a  listing  of  employee  initials, 
names,  overiiead,  and  project  labor  rates.  The  date  the  information  was  added  and  the  date  the  information 
was  last  changed  will  also  be  printed  for  each  employee. 

Set  Clock  On/Off 

You  can  di^lay  the  computer  clock  in  12-  (re  24-hou‘  format  in  the  top  right  comer  of  each  screen.  Press  T 
at  the  Setup  Menu.  Use  the  curstre  key  to  position  the  cursor  blank  at  CLOCK  OFF,  CLOCK  ON,  or  NO 
CHANGE  and  press  Enter.  If  you  select  CLOCK  ON,  use  the  cursor  key  to  position  the  cursor  blank  at  12 
HOURS  or  24  HOURS  and  press  Enter. 

Print  Options 

The  Setup  Menu  Printer  Control  <^tion  allows  you  to  select  the  computer  jreinter  port  and  the  type  of 
printer  you  are  using.  At  the  Printer  Ctmtrol  Menu,  you  can  select  an  Epson  dot  matrix  ere  a  HP  LaserJet 
printer  emulation.  Select  the  letter  corre^nding  to  the  feature  desired.  If  you  select  a  printer  port  that  does 
not  have  a  printer  attached,  the  messages  TURN  PRINTER  ON  TO  CHECK  STATUS  and  PRINTER  NOT 
READY  will  be  displayed. 

Toggle  the  Print  Labor  Option  ON  if  you  want  a  printout  of  labor  hours  as  you  reccred  them. 

Change  Fiscal  Year 

Use  selection  Y  to  change  the  fiscal  year  as  required.  If  you  cannot  record  the  current  fiscal  year,  exit  the 
program  and  check  the  date  function  on  the  computer.  To  do  this,  type  date  and  press  Enter  at  the  DOS 
prompt 

Change  Date 

Use  selection  H  to  change  the  date  stored  on  the  computer.  Because  many  program  functions  rely  on  the 
computer  date,  it  is  important  that  the  date  be  current  Also  note  that  a  date  error  on  the  computer  couM 
indicate  a  battery  problem. 

Database  Administrator 

The  Database  Administrator  function  is  password  protected.  The  functions  listed  on  the  Database  Adminis¬ 
trator  Menu  include: 

Start  new  transaction  form 
Reinitialize  transaction  form 
Re-index  databases 
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Direct  access  to  program  control  databases 


Chapter  1 1  lists  detaitod  information  on  database  administrator  functions. 

Backup/Restore 

The  Backup/Restore  option  allows  you  to  back  up  the  database  files  to  disks  in  drive  a  a*  b  or  restore 
previously  backed-up  fites.  The  program  uses  the  DOS  backup  utility  to  allow  long  files  to  be  written  over 
several  disks.  You  must  have  a  fmmatted  fi(q)py  disk  available  to  back  the  files.  You  can  use  the  same 
backtq)  disks  over  and  over.  Mark  the  backup  disks  with  the  date  of  backup.  ChiQ)ter  10  lists  detailed 
backup  and  restore  instructions. 


Customizing  and  Modifying  the  Program 

The  administrative  information  that  describes  the  organizatitmal  struchire  of  your  group  and  the  type  of 
products  produced  can  be  modified.  The  Setup  Menu  is  provided  fot  this  purpose.  Because  a  fuUy 
functional  FoxPro  application  program  is  used  for  the  MIS  program,  the  MIS  implication  program  files  can 
be  changed  as  requi^  to  provide  different  ctpabilities  and  reports.  The  MIS  and  shop  store  functitms  are 
performed  by  complex  programs  and  should  be  modi^  only  by  programmers  conversant  in  the  FoxPro 
programming  language.  Appendix  A  lists  the  database  structure,  tmpcndix  B  lists  the  program  flow,  and 
appendix  C  lists  the  application  programs.  These  documents  can  be  provided  on  request 
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Chapter  2.  The  Main  Menu 

This  chapter  describes  choices  available  at  the  Main  Menu.  Tie  Main  Menu  includes  MIS  menu  choices, 
sh<9  store  menu  choices,  and  choices  tqjplicable  to  both. 

Accessing  the  Main  Menu 

The  MIS/Shop  Store  Main  Menu  is  shown  in  figure  1. 

A  batch  file  may  be  set  up  to  allow  access  from  the  DOS  prompt  If  a  batch  file  named  shop.bat  has  been 
set  iq),  type  shop  and  press  Enter  at  the  DOS  prompt  If  a  batch  file  has  not  been  set  iq>,  you  can  access 
the  Main  Menu  by  typing  FoxPro  while  in  the  C:NSHOPSTOR  directory. 

M  Menu  Description.  When  die  Main  Menu  is  di^layed,  the  number  of  tasks  that  have  been  recorded 
V  di^layed  at  the  top  of  die  menu.  If  you  have  recor^d  any  material  charges,  an  (qieratm’  message 

s  '  ^  number  of  the  current  transaction  form  will  be  displayed.  Printer  status  is  shown  at  the  bottom 

ri^  >e  menu.  If  the  printer  is  off-line  or  not  cmuiected,  the  PRINTER  NOT  READY  message  wiU  be 
di^kycd. 

The  Main  Menu  consists  of  MIS  menu  choices  (leff  side  of  screen),  simp  store  menu  choices  (right  side  of 
screen),  and  general  menu  choices  ^iplicable  to  both  (bottom  center  of  screen).  These  selections  are 
described  below. 

Main  Menu  MIS  Choices 

Enter  New  Task  information.  Each  task  has  a  unique  work  order  number.  This  selectimi  allows  you  to 
record  bask  administrative  infoimation  about  a  task  (customer  information,  work  order  number,  job  order 
number,  task  title,  primary  illustrator,  product  produced,  classification,  start/completion  dates,  products, 
comments).  Use  this  selection  to  recmd  the  first  task  information  you  obtain  from  a  log  or  fmm.  After  woilc 
order  number  and  basic  task  informatitm  has  been  recorded,  you  can  bill  the  customer  for  shop  store  items 
used  for  the  task  and  record  labor  that  has  been  expended  against  the  task. 

Update  Information.  This  selection  allows  you  to  change  basic  administrative  and  product  information  for 
a  previously  recorded  task. 

Delete  infinmation.  This  selection  aUows  you  to  delete  task  infcmnation.  Note  that  you  cannot  delete 
information  after  it  has  had  labor  or  shop  store  charges  recmxled  against  it  You  can  mark  such  tasks 
complete  by  entering  a  cmnpletitm  date. 

Record  Labor.  This  selection  allows  you  to  record  labor  against  a  task.  The  hours  recorded  for  each 
enq>k>yee  can  be  i^ted  if  that  optitm  has  been  set  at  the  Setup  Menu. 

Mark  Task  Complete.  This  selection  aUows  you  to  mark  a  task  complete  from  the  Main  Menu.  You  can 
also  marie  tasks  complete  while  recording  labm*. 

Statistical  Information.  This  setection  allows  you  to  view  or  print  product  costs. 
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Main  Menu  Shop  Store  Choices 

Enter  NewMaterial  Charge.  This  selection  allows  you  to  record  charges  to  a  customer  for  shop  store 
items.  Use  this  function  to  charge  a  customer  for  material  against  a  work  order  number  that  has  previously 
been  receded.  The  program  keeps  a  record  of  each  charge  made  to  a  customer.  Information  sumd  for  each 
charge  includes  customer  informatimi,  job  order  information,  stock  information,  and  amount  of  the  charge. 
You  wiU  not  have  to  enter  this  infcmnation  each  time  you  record  a  charge. 

A  separate  recrnd  is  maintained  for  each  material  charge  to  a  customer.  If  you  charge  one  kit  to  a  customer 
and  Ae  kit  ctmtains  three  items,  three  records  will  be  recorded;  (me  for  each  item  c(mtained  in  the  kit  The 
number  of  the  transactitm  form  on  which  the  charge  wDl  t^pear  is  stored  with  the  record.  All  charges 
recorded  win  iq>pear  on  the  current  transaction  form  (as  shown  on  the  Main  Menu)  until  you  print  that 
form.  After  the  transaction  form  is  printed,  charges  will  a{^ar  <m  the  next  numbered  transaction  form. 
That  number  wiU  then  be  shown  as  the  current  form  number  on  the  Main  Menu. 

Change  Material  Charg.  This  selection  callows  you  to  change  a  material  charge  if  the  charge  has  not 
already  been  printed  on  a  transaction  form.  If  the  customer  has  already  been  billed  for  the  shop  store  item, 
the  information  cannot  be  changed.  Using  the  change  option,  you  can  change  the  customer  information  and 
job  order  number.  You  can  also  change  the  number  of  items  to  be  charged  on  the  transaction.  For  example, 
you  can  change  the  record  so  that  a  customer  will  be  billed  for  four  rolls  of  Him  instead  of  two. 

Delete  Material  Charge.  This  selection  allows  you  to  delete  a  material  charge  if  the  charge  has  not  already 
been  printed  on  a  transaction  form.  Again,  if  the  customer  has  already  been  billed  for  a  shop  store  item,  the 
charge  infmmation  cannot  be  deleted. 

Transaction  Forms  (CheckA^iew/Print).  This  selection  accesses  the  Transaction  Forms  Menu  and  allows 
you  to  view  or  print  transaction  forms.  A  transaction  form  lists  all  material  charges  recorded  since  the 
previous  transacticm  form  was  printed.  Each  transaction  form  has  a  number,  beginning  with  1.  The  current 
transaction  form  number  is  shown  at  the  top  of  the  Transaction  Forms  Menu. 

Before  you  use  Transaction  Fonns  Menu  selection  P  to  print  the  transaction  form,  use  selection  V  to  view 
the  form  or  selection  D  to  print  a  draft  of  the  form  for  review.  Normally,  the  only  pending  form  is  the 
current  form.  All  other  forms  are  assumed  to  have  been  printed.  However,  there  may  be  an  occasion  where 
you  use  the  Setup  Menu  to  begin  a  new  transaction  form  without  printing  the  current  (me.  Use  Transaction 
Forms  Menu  selection  C  to  see  which  transaction  forms  have  not  been  printed. 

When  you  use  selection  P  to  print  a  transaction  form  that  has  already  been  printed,  it  will  be  marked 
duplicate.  The  first  time  a  transaction  form  is  printed,  it  will  be  marked  original. 

Check  Inventory.  This  selection  accesses  the  Inventory  Check  Menu.  It  allows  you  to  view  and  check  the 
inventory  of  parts  and  kits  you  have  recorded.  It  is  important  to  check  your  kits  periodically  to  make  sure 
that  general  inventory  parts  are  available  for  your  kits.  You  can  also  use  this  selection  to  count  the  number 
of  sales  of  a  specific  item.  Selection  I  displays  die  names  of  inventory  items  that  are  out  of  stock.  Selection 
V  displays  the  entire  inventory  list  including  stcmk  number,  stock  name,  unit  of  issue,  price,  and  quantity  in 
stock.  Selection  P  prints  the  inventory  list  Selection  T  lists  the  numbers  of  transaction  forms  that  have  not 
yet  been  printed.  Selection  K  displays  kit  names  and  contents.  Selection  C  displays  kit  numbers  that  contain 
items  that  are  currently  out  of  stock  in  the  inventory.  Selection  S  allows  you  to  display  a  count  of  inventory 
items  charged  to  customers. 

Calculate  Unit  Cost  This  selection  allows  you  to  perform  a  simple  division  operation  to  calculate  the  unit 
cost  for  inventory  items.  The  program  will  prompt  you  to  enter  the  cost  of  the  material,  the  number  of  unit 
items  purchased,  and  the  number  of  items  to  be  provided  as  a  unit  of  issue.  The  unit  cost  will  be  displayed. 
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Menu  Choices  Applicable  to  Both  MIS  and  Shop  Store  Functions 

Print.  This  selection  accesses  the  Print  Menu.  You  can  i»int  task  information  or  shop  store  information  in 
several  different  formats. 

View.  This  selection  accesses  the  View  Menu.  You  can  view  task  informatfen  by  customer  name,  code,  or 
work  order  number,  by  job  <wder  number,  or  by  employee.  You  can  view  invenuxy  infcMmation,  kit 
information,  sales  by  stock  number,  and  archived  transactirm  forms.  You  can  also  view  statistical  informa¬ 
tion  and  the  customer  and  employee  lists. 

Setup.  This  selection  accesses  the  Setup  Menu  and  allows  you  to  customize  the  program  for  your 
particular  s^lication.  It  also  allows  you  to  record  the  initial  employee,  inventrny,  and  kit  information 
required  for  program  q)eration.  The  Setup  Menu  and  instructions  for  program  setup  are  contained  in 
chapter  1. 

Create  Estimate.  This  selection  allows  you  to  create  a  cost  estimate  for  a  task.  The  estimate  is  based  on 
the  employee  hours  (regular  and  overtime)  and  material  items  required  to  cmnplete  the  task.  Ctuq)ter  9  lists 
instructions  for  creating  a  cost  estimate. 

Calculate  Unit  Item  Cost.  This  selectirm  allows  you  to  calculate  the  price  to  charge  fm*  an  item  in  your 
inventory. 

Help.  This  selection  accesses  the  He^)  Menu.  Help  screens  are  available  for 
Work  orders 

Entering  material  charge  transactions 

Transaction  form 

Restocking 

Backup/restoie 

Numbers  used 

Inventory 

Deleting  an  item 

Printing 

Kits 

Database  structure 
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Chapter  3.  Recording,  Changing,  and  Deleting  Task  Information 

This  chapter  includes  detailed  instructions  for  recording,  changing,  and  deleting  the  basic  task  information 
required  to  maintain  the  Management  Information  System.  Although  on-screen  instructions  are  provided 
fOT  these  functions,  the  operator  should  read  this  section  and  become  familiar  with  all  options  available.  In 
(Mtler  to  produce  viable  statistical  reports  from  the  program  databases,  basic  information  about  each 
customer  and  task  must  be  recorded.  Once  recorded,  the  operator  can  change  or  update  the  information  as 
required.  The  program  also  updates  the  information  each  time  you  record  material  charges  or  labor  against 
the  wOTk  wder  number. 

Recording  Task  Information 

Use  the  Main  Menu  selection  W  to  enter  task  information  from  task  or  work  order  forms  prepared  by 
employees.  Follow  the  instructions  listed  below.  Always  note  the  instructions  listed  at  the  bottom  of 
screens.  The  instructions  provide  information  on  continuing  with  the  selected  task  and  exiting. 

1 .  At  the  Main  Menu,  press  W.  The  first  adding  new  task  data  entry  scieen  wiU  be  displayed.  To  assist 
you  in  entering  the  correct  work  order  number,  the  last  work  order  number  recorded  and  the  date  it  was 
reccM’ded  is  displayed  at  the  bottom  of  the  screen. 

2.  Type  the  new  work  order  number  in  the  WORK  ORDER  blank  and  press  Enter.  The  program  will  check 
for  duplicate  work  order  numbers.  If  none  are  found,  the  second  adding  new  task  data  entry  screen  will 
be  displayed.  Note  instructions  listed  at  bottom  of  screen. 

3.  Type  information  from  task  or  work  order  forms  in  the  blanks  on  the  data  entry  screen.  To  record  the 
task,  y(Hi  must  enter  information  in  blanks  marked  with  an  asterisk  (CUSTOMER  NAME.  CUSTOMER 
ORGANI2ATKDNAL  CODE,  and  current  10-digit  JOB  ORDER  NUMBER).  If  you  leave  one  of  these  blank, 
the  task  information  will  not  be  recorded.  An  operator  message  wiU  be  displayed.  You  can  then  choose 
to  return  to  the  data  entry  screen  and  correct  the  err'>r  or  return  to  the  Main  Menu.  You  do  not  have  to 
fill  in  other  blanks  at  initial  entry,  but  the  infcMmation  you  record  in  them  adds  to  the  value  of  the 
statistical  information  maintained  by  the  program. 

In  the  CUSTOMER  blank,  enter  last  name,  followed  by  a  comma,  then  the  first  name  or  initial.  In  the 
CODE  blank,  enter  customer's  organizational  code.  Enter  the  customer  telephone  extension  in  the 
blank  marked  X.  Press  Enter  after  each  entry. 

In  the  CLASS  blank,  record  the  highest  classification  designation  of  the  products  being  produced.  If 
several  items  are  being  produced  and  only  one  of  them  is  classified,  enter  the  classification 
designation  of  that  item.  If  you  do  not  fill  in  this  blank,  an  unclassified  designation  (U)  will  be 
recmxled. 

In  the  CURRENT  JO  blank,  enter  the  current  10-digit  job  order  number  that  will  be  used  for  material 
billing.  If  any  material  will  be  used  for  this  task,  do  rot  enter  an  element  1 1  job  order.  Those 
numbers  are  used  for  labCH*  only. 

In  the  TITLE/KEYWORD  blank,  enter  an  identifying  keyword  or  phrase  for  the  technical  content  of  the 
task.  Normally,  the  project  name  is  included  in  this  blank.  (Examples  might  be  SURTASS 
viewgraphs,  TID  Logos,  Torpedo  Drag  Reduction  TD  art,  TR  345  hard-copy  foldouts.) 

Enter  START  DATE,  DUE  DATE,  and  COMPLETE  DATE  if  they  are  available. 
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In  the  CX)MMENTS  blank,  record  any  comments  noted  on  the  work  mder  form  or  (^rator  comments. 

In  the  ILLUSTRATOR  blank,  record  the  initials  of  the  primary  illustrator.  Separate  labor  information 
for  five  illustrators  can  be  recorded  against  a  task,  but  the  initials  of  the  employee  who  has  primary 
re^nsibility  for  the  task  should  be  recorded  in  this  blank.  This  is  the  primary  illustratm-.  All  other 
employees  who  record  labor  for  the  task  will  be  recorded  as  secondary  iUustrators. 

Note  the  PRODUCT  and  «  blanks  and  the  products  listed  in  the  box  at  the  bottom  of  the  screen.  In 
mder  to  track  tasks  by  the  type  of  work  performed,  the  precise  designation  and  quantity  of  products 
ptxKluced  under  a  task  must  be  recorded.  The  products  listed  at  the  bottom  of  the  screen  are  the  ones 
recorded  during  program  setup  (Setup  Menu  selection  A).  You  do  not  have  to  fill  in  each  PRODUCT 
blank.  Record  only  enough  products  to  adexjuately  describe  the  work. 

As  discussed  in  chapter  1,  costs  are  related  to  products.  If  you  enter  more  than  one  product  type, 
each  time  you  record  labor  or  material  against  the  task  you  will  have  to  select  the  pr^uct  involved  in 
that  charge.  If  you  record  only  one  producL  charges  are  automatically  recorded  against  the  one 
product  In  the  PRODUCT  blanks,  type  only  products  listed  at  the  bottom  of  the  screen.  If  the  product 
being  produced  is  not  listed,  use  Setup  Menu  selection  A  to  add  the  product  to  the  list  of  products. 

If  you  type  a  product  that  is  not  listed  at  the  bottom  of  the  screen,  the  task  information  will  not  be 
recorded.  An  operator  message  will  be  displayed.  You  can  then  choose  to  return  to  the  data  entry 
screen  and  cmrect  the  error  or  return  to  the  Main  Menu. 

If  you  do  not  type  a  product  name  at  all,  the  {product  name,  MISC  (miscellaneous),  will  be  recorded 
as  the  product  name. 

Type  the  number  of  NEW,  REVISED,  and  RERUN  products  produced  in  the  corresponding  blank.  If 
you  are  not  sure  of  the  number  of  products,  don't  worry,  liiis  information  can  be  modified  each  time 
you  record  labor  or  material  charges  against  the  task. 

4.  When  all  tqiplicable  information  has  been  entered  on  the  data  entry  screen,  press  PgDn  or  Enter  to  exit 
the  screen.  A  confirmation  prompt  will  be  displayed. 

The  information  you  entered  will  be  displayed  at  the  top  of  the  screen.  Your  choices  and  instruc¬ 
tions  will  be  displayed  at  the  bottom  of  the  screen.  If  you  have  entered  an  element  1 1  job  order 
number,  an  operator  message  will  be  displayed  reminding  you  that  the  number  can  be  used  for 
labor  only.  It  cannot  be  used  to  bill  the  customer  for  materials. 

5.  If  the  information  is  correct  and  you  want  to  add  the  task  information  to  the  database,  press  Y.  To 
return  to  the  data  entry  screen  and  make  changes,  press  R.  To  return  to  the  Mam  Menu  without  adding 
the  infcnmation,  press  X. 

If  you  press  Y  at  the  confirmation  prompL  the  task  information  will  be  recorded.  If  you  recorded  a 
normal  job  order  number,  the  Shop  Store  Billing  Option  Menu  will  be  displayed.  If  you  have 
entered  an  element  1 1  job  order  number,  the  Shop  Store  Billing  Option  will  not  be  displayed.  A 
reminder  message  will  be  di^layed. 
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6.  To  record  a  material  chaiige  transaction  against  the  task  just  entered,  press  B  at  the  Sh(^  Store  Billing 
Optkm  Menu.  The  first  screen  of  a  material  charges  data  entry  screen  will  be  di^layed.  If  you 
recorded  more  than  one  product  for  the  task,  you  will  be  prompted  to  select  the  product  for  which  the 
material  was  used.  On  the  kit  and  inventory  data  entry  screens,  record  kit  and  inventory  items  to  be 
billed  to  the  customer  as  described  in  chapter  4. 

7.  When  all  required  information  has  been  recorded,  you  can  continue  adding  new  task  information  or 
return  to  the  menu.  If  you  elect  to  continue  adding  new  task  information,  the  first  adding  new  task  data 
entry  screen  will  be  displayed.  Return  to  step  2  above. 

Changing  (Updating)  Task  InfOTmatifMi 

Use  the  Main  Menu  selection  U  to  update  task  infr^ation  as  required.  FoUow  the  instructirms  listed 

below. 

1 .  At  the  Main  Menu,  press  U.  The  locating  task  infcmnation  data  entry  screen  wUl  be  di^layed.  Note 
instructions  di^layed  at  the  bottom  of  the  screen. 

2.  Type  the  wwk  order  number,  the  customer  name,  or  the  customer  code.  You  can  locate  the  qrecific 
task  by  typing  the  full  wm'k  order  number  or  the  full  or  partial  custcnner  name,  or  the  customer's  full  or 
partial  organizational  code. 

If  you  enter  the  wmic  order  number,  the  program  will  find  the  task  inf(»mation,  and  the  changing 
task  data  entry  screen  will  be  diq>layed. 

If  you  type  the  customer's  full  or  partial  name  or  organizational  code,  the  program  will  search  the 
database  for  all  reccHds  with  matching  information.  It  will  display  detailed  information  about  each 
match,  and  you  will  be  allowed  to  select  the  information  you  need.  For  each  match  the  program 
locates,  the  information  and  a  menu  will  be  displayed.  You  can  access  the  displayed  information, 
look  for  further  matches,  <»*  stop  looking  and  exit  the  function.  When  the  required  infmmation  is 
di^layed,  press  Y  to  access  the  task. 

At  the  changing  task  data  entry  screen,  previously  recorded  information  will  be  displayed  in  the 
blanks.  Note  the  instructions  at  the  bottrxn  of  the  screen. 

3.  At  the  data  entry  screen,  use  the  arrow  keys  to  position  the  cursor  in  the  blank  to  be  changed.  Change 
infOTmation  as  required.  Press  Enter  after  typing  changed  information  in  the  blank.  To  exit  the  screen, 
press  PgDn.  If  you  changed  information,  a  confirmation  prompt  will  be  displayed.  Press  Y  to  record 
the  changed  information.  Press  R  to  display  the  data  entry  screen  again.  Press  X  to  exit  the  function 
and  return  to  the  Main  Menu. 

The  second  data  entry  screen  aUows  you  to  change  product  names  and  numbers.  A  confirmation 

prompt  will  be  displayed. 

Keep  the  following  information  in  mind  while  you  are  updating  task  information. 

•  You  can  change,  but  not  delete,  the  following  information:  work  order  number,  customer  name, 
customer  code,  current  job  order  number,  and  classification  designation. 
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•  Only  those  products  listed  at  the  bottom  of  the  product  data  oitry  screen  will  be  accepted  in  die 
PRODUCT  blanks.  The  initial  product  names  are  recorded  at  the  Setup  Menu.  When  adding 
products,  you  must  record  the  product  name  and  the  number  of  product  items  in  the 
ccmesponding  blank.  If  you  record  the  tuune  without  the  number,  one  item  will  be  listed  in  die 
NEW  ITEM  NUMBER  column.  If  you  tecmtl  the  number  without  the  name,  the  product  will  not 
be  recorded. 

•  You  cannot  change  the  wm-k  mder  number  to  a  number  that  is  already  listed  in  the  database.  If 
you  attempt  this,  an  operator  message  will  be  displayed.  Any  other  changes  you  have  entered 
will  be  recorded,  but  the  woric  order  number  will  not  be  changed. 

o  If  you  change  the  primary  illustrator  designation,  the  new  initials  you  enter  must  have  been 

recorded  during  setup.  You  carmut  record  initials  that  have  not  previously  been  recorded  at  the 
Employee  Options  Menu. 

•  If  you  try  to  delete  or  change  information  as  discussed  above,  an  operator  message  will  be 
diqilayed.  You  can  access  the  data  entry  screen  again  or  exit  without  changing  informatioo. 

•  If  y(Hi  change  the  current  job  order  numbo’  to  an  element  1 1  job  order  number,  you  will  not  be 
able  to  bill  the  author  for  materials.  A  warning  message  will  be  displayed  at  the  confirmation 
prompt  before  the  job  order  number  is  changed. 

4.  When  you  exit  the  data  entry  screen,  a  confirmation  prompt  will  be  displayed.  Press  Y  to  change  the 
task,  X  to  return  to  the  Main  Menu,  or  R  to  return  to  the  data  entry  screens.  If  you  press  Y,  The  Sh(q> 
Store  BUling  Option  Menu  will  be  displayed.  You  can  record  material  charges  against  the  changed  task 
if  desired.  Press  B  to  access  the  applicable  data  entry  screens. 

5.  When  all  required  functions  have  been  completed,  an  information  screen  and  prompt  will  be  dii^layed. 
Information  on  changes  and  transactions  recorded  will  be  displayed.  You  can  continue  changing 
information  or  return  to  the  Main  Menu. 

Deleting  Task  Information 

You  can  delete  task  information  only  if  no  customer  costs  have  been  recorded  against  the  task. 

To  delete  task  information,  press  O  at  the  Main  Menu.  The  locating  task  information  data  entry  screen  will 
be  displayed.  Follow  screen  instructions  to  locate  the  task  information. 

When  the  task  is  found,  note  instructions  displayed  on  the  screen.  If  the  task  has  not  had  charges  against  it, 
you  will  be  prompted  to  confirm  deleting  the  item.  If  the  task  has  had  charges  against  it,  you  can  access  it 
to  mark  it  complete  or  change  the  completion  date.  You  will  be  prompted  to  add  or  change  comments  as 
required.  You  can  change  the  title/keywords  to  indicate  that  any  charges  were  for  preliminary  work  cmly. 

Marking  Task  Information  Complete 

When  you  mark  a  task  ccmiplete,  you  will  be  prompted  to  enter  a  completion  date  and  finalize  the  product 
information  related  to  the  task.  Statistical  information  concerning  the  products  produced  wiU  be  generated 
from  the  information  recorded  at  completion. 

Completion  infmmation  can  be  recorded  in  several  ways.  You  can  enter  completion  information  when  you 
first  recm’d  task  information.  You  can  select  M  at  the  Main  Menu  to  enter  the  information.  You  can  select 
U  at  the  Main  Menu  and  enter  the  information  while  changing  other  task  information. 
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You  can  change  the  completion  date  and  product  information  if  you  want  to  record  materials  or  labo*  after 
the  initial  cmnpletion  date  has  been  record. 

The  finalizing  product  information  data  entry  screen  prompts  for  completion  date  and  product  information. 
The  information  shown  <»i  the  screen  has  been  rec(xded  during  initial  entry,  material  billing,  or  labor 
recmtUng.  The  unit  cost  shown  is  the  cost  per  number  of  items  recorded  and  reflects  the  customer's  cost  of 
all  labor  and  material  recorded.  You  will  be  able  to  modify  the  underlined  items. 

You  can  add  products  at  this  data  entry  screen,  but  you  caimot  add  new  charges  to  new  products.  Charges 
are  recorded  only  when  you  recmrd  materials  or  labw  against  a  work  order  number.  You  can  change  the 
names  of  products  at  this  screen.  If  no  products  are  recorded  at  initial  task  entry,  MISC  is  recorded  as 
product  number  1. 

As  long  as  you  do  not  delete  all  products,  you  can  delete  products  that  have  had  not  charges  recorded.  To 
delete  a  product,  remove  the  product  name.  The  number  of  new,  revised  or  rerun  product  items  will 
automatkally  be  deleted.  If  a  product  has  had  charges  recm’ded  against  it,  it  cannot  be  deleted,  but  the 
product  name  and  number  can  be  changed  if  required.  You  cannot  delete  all  products.  If  you  delete  all 
products,  MISC  will  be  recm'ded  as  product  number  1. 
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Chapter  4.  Recording,  Changing,  and  Deleting  Material  Charges 

This  cluyjter  includes  (fetailed  instructions  for  recording,  changing,  and  deleting  material  charges.  Although 
on-screen  instructions  are  provided  for  these  functions,  die  operator  should  read  this  chapter  and  become 
familiar  with  all  qidons  avaUable.  This  cluyiter  also  includes  information  on  locating  task  information  and 
detailed  descriptions  of  the  data  entry  screens  required  for  recording  material  charges. 

A  material  charge  bills  a  customer  for  materials.  You  can  create  a  material  charge  to  bill  a  customer  after 
the  customer's  basic  task  information  has  been  recorded.  When  you  biU  a  customer,  the  material  charge 
infmnation  is  recorded  by  the  program  for  later  printing  on  a  transaction  form. 

When  you  print  the  transaction  form,  each  stock  item  or  items  you  have  billed  will  be  listed  as  separate 
material  charges  on  the  form.  You  can  change  or  delete  a  material  charge  at  any  time  before  the  material 
charge  information  is  printed  on  a  transaction  form. 

Recording  Material  Charges 

You  can  lectvd  a  material  charge  against  a  task  that  has  already  been  recorded  or  perform  a  procedure  that 
allows  you  to  recotl  a  new  task  and  a  material  charge  during  the  same  operation.  Instructions  are  listed 
below.  Recording  material  charges  involves  locating  existing  task  information  or  creating  new  task 
information,  identifying  products,  and  recording  charge  information  at  data  entry  screens.  If  you  have  set 
up  kits  as  described  in  cluq)ter  1,  you  can  bill  the  customer  for  all  items  in  a  kit  at  the  kit  data  entry  screen. 
If  many  kits  have  been  recorded,  more  than  one  kit  data  entry  screen  will  be  displayed.  You  can  bill 
individual  stock  items  at  the  inventory  data  entry  screen.  To  record  material  charges,  perfmm  the 
procedure  listed  below. 

1 .  At  tile  Main  Menu,  press  E.  The  locating  task  information  data  entry  screen  wUI  be  displayed.  You  can 
locate  task  information  by  work  wder  number,  customer  name,  or  customer  code. 

2.  Type  the  work  (xder  number  and  press  PgDn.  For  other  options,  see  Locating  Task  Information 
below. 

3.  At  the  identify  product  data  entry  screen,  press  the  number  corresponding  to  the  product  and  press 
Enter.  You  can  record  material  charges  for  any  and  all  products  that  you  have  recorded  as  being 
produced  under  the  work  order  number. 

4.  After  the  proper  task  information  has  been  located  and  the  product  identified,  data  entry  screens  will  be 
displayed.  If  you  have  recorded  kits  using  setup,  the  kit  data  entry  screen(s)  will  allow  you  to  select 
kits  to  be  charged  to  the  customer.  If  you  have  not  recorded  kits  during  setup,  the  first  data  entry  screen 
will  be  the  inventory  data  entry  screen.  You  can  select  items  direct  from  the  inventory  to  be  charged  to 
the  customer. 

5.  At  the  kit  data  entry  screen(s),  record  the  number  of  kits  used  in  production  of  the  product  in  the 
applicable  blanks  and  press  PgDn. 

6.  At  the  Inventory  data  entry  screen(s),  record  the  number  of  inventory  items  used  in  production  of  the 
product  and  (ness  PgDn. 

7.  At  the  confirmation  prompt,  press  Y  to  confirm  the  order,  N  to  ignore  the  order,  or  R  to  redo  the 
material  charge  information. 
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8.  Yoowfflbeictimiedlotliekleiitifyptoductdataentiy  screen  to  alk>w  you  to  record  material  charfes 
for  multiple  products.  Note  the  instmctkms  displayed  (m  the  soeen.  To  exit  this  screen  and  return  to 
die  Main  Mmu,  press  Esc. 

Changing  Material  Charges 

You  can  diange  die  information  in  a  material  charge  if  it  has  not  already  been  printed  on  a  transactum 
form.  Use  the  Main  Menu  selection  C  to  change  a  material  charge  transaction.  The  locating  material  charge 
information  data  entry  screen  will  be  di^layed.  Rectxd  either  the  material  charge  control  number,  customer 
name,  or  worit  mder  number  and  press  PgDn.  The  {xogram  will  search  for  material  charges  matching  the 
information  you  recorded.  At  each  match  found,  you  will  be  allowed  to  view  the  infcmnation  and  select  or 
reject  it  as  tiw  i^plicable  item  to  change.  If  the  material  charge  has  already  been  printed  cm  a  transaction 
form,  an  qierator  message  stating  that  the  item  has  been  billed  and  cannot  be  changed  will  be  di^layed. 
When  die  applicable  material  charge  transaction  is  found  and  selected,  you  will  be  able  to  change  the 
material  cha^e  information  on  a  data  entry  screen.  Note  diat  you  cannot  change  a  Job  order  numbo'  to  an 
element  1 1  job  order  number.  If  you  attempt  to  do  this,  the  job  order  number  will  not  be  changed.  A 
message  will  be  displayed. 

Deleting  Material  Charges 

You  can  delete  the  information  in  a  material  charge  if  it  has  not  already  been  [Minted  m  a  transaction  form. 
Use  the  Main  Menu  selection  D  to  delete  a  material  charge  transaction.  The  locating  material  charge 
information  data  entry  screen  will  be  displayed.  Enter  either  the  material  charge  control  number,  customer 
name,  or  work  order  number  and  press  PgEta.  The  program  will  search  for  material  charges  matching  the 
information  you  leanxled.  At  each  match  found,  you  will  be  allowed  to  view  the  information  and  select  or 
reject  it  as  the  ^plkable  item  to  delete.  If  the  material  charge  has  already  been  printed  on  a  transaction 
form,  an  qierator  message  stating  that  the  item  has  been  billed  and  cannot  be  deleted  will  be  di^layed. 

When  the  qiplicable  material  charge  transaction  is  found  and  selected,  you  will  be  able  to  delete  the 
information  on  die  material  charge  transaction.  A  confirmation  pr(»npt  will  be  displayed.  Press  D  to  delete 
die  item  w  X  to  exit  without  deleting. 

Locating  Task  Information 

You  can  locate  a  task  by  work  order  number  or  customer  name. 

Locating  the  Task  by  Work  Order  Number.  At  the  locating  task  informatitMi  data  entry  screen,  enter  the 
work  order  number  for  the  material  charge. 

If  the  work  order  number  is  found,  die  kit  and  inventory  data  entry  screens  will  be  displayed. 

The  product  selection  data  entry  screen  will  be  displayed  if  the  task  involves  more  than  one 
product  Follow  instructions  displayed  at  the  bottom  of  the  screen.  At  the  kit  and  inventory  item 
data  entry  screens,  enter  the  number  of  kits  and  inventory  items  to  charge  against  the  work  (xder 
number  for  the  selected  product  Press  Enter  after  each  number.  Press  PgDn  or  Esc  to  exit  the 
data  entry  screen. 

If  the  work  tmler  number  is  not  found,  a  message  will  be  displayed.  Note  instructions  displayed 
on  the  screen.  You  can  exit  by  pressing  Esc.  You  can  try  again  by  re-entering  the  work  order 
number.  If  you  realize  that  this  wtx'k  order  number  has  not  previously  been  recorded,  you  can  add 
the  work  order  number  by  pressing  PgUp. 
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If  you  press  PgUp  to  add  new  work  order  number  information,  the  task  information  data  entry 
screens  will  be  displayed.  Record  inftnmation  as  described  in  ch2q)ter  3.  Each  blank  marked  with 
an  asterisk  must  be  filled  in.  Type  the  wtvk  order  number,  customer's  name  Oast  name  first),  code, 
ph<me  extension,  classification,  and  job  m-der  number.  Press  Enter  after  each  entry.  Record  the  title 
or  keyword,  dates,  comments,  and  product  names  as  required.  When  the  task  infcvmation  has  been 
recorded,  the  kits  and  inventory  data  entry  screens  will  be  displayed.  Follow  instructicms  di^layed 
at  the  bottom  of  the  screen.  Press  PgDn  or  Esc  to  exit  the  data  entry  screen. 

Locating  Task  Information  by  Customer  Name.  At  the  locating  task  information  data  entry  screen,  enter 
the  customer's  name  and  press  Enter.  Follow  instructions  displayed  on  the  screen.  If  more  dian  one 
product  is  listed  under  the  wm’k  order,  you  will  be  prompted  to  select  the  applicable  [voduct  at  the  product 
selectitm  data  entry  screen.  You  will  record  material  charge  infcmnation  at  the  kit  and  inventmy  data  entry 
screens. 

You  can  look  up  previously  recorded  customer  information  by  typing  a  ?  followed  by  the  first  few 
letters  of  the  customer's  name  in  the  NAME  blank  and  pressing  PgDn.  If  you  enter  only  a  ?,  a  data 
entry  screen  will  be  displayed.  You  will  be  prompted  to  enter  the  customer's  full  or  partial  name, 
code,  or  the  number  of  a  previous  material  charge.  The  program  will  search  for  previously 
recmded  information  based  on  your  entry.  If  you  type  a  ?  followed  by  the  customer's  full  or  partial 
name,  the  program  will  immediately  search  for  previously  recorded  information  based  on  tire 
customer's  name.  If  the  program  finds  a  matching  name  or  partial  name,  the  customer  information 
will  be  displayed.  You  will  be  prompted  to  access  the  displayed  information  or  omtinuing  the 
search.  You  can  exit  at  any  time  from  this  search  feature. 

If  the  program  locates  the  proper  task  with  correct  name,  code,  and  phone,  but  the  job  (xder 
number  is  not  current,  you  can  accept  the  name  information,  and  correct  the  job  order  information 
at  the  next  data  entry  screen. 

Material  Charge  Data  Entry  Screens 

When  recording  material  charges,  you  will  use  data  entry  screens  to  locate  or  add  the  work  order  number, 
select  the  product  for  which  the  biU  is  required,  and  enter  number  of  kits  and/or  inventory  items  fw  which 
to  charge  die  cusomer. 

Identify  Product  Data  Entry  Screen 

When  you  record  a  material  charge  against  a  task  that  involves  more  than  one  product,  you  will  be 
prompted  to  select  the  product  for  which  the  materials  have  been  used.  You  can  record  material  for  as 
many  products  as  are  applicable  to  the  task.  At  the  identify  product  data  entry  screen,  all  tqiplicable 
products  will  be  listed.  Press  the  number  corresponding  to  the  product  and  press  Enter.  If  you  have 
recmded  only  one  product  for  the  work  order  number,  this  data  entry  screen  will  not  be  displayed.  Charges 
will  automatically  be  recorded  against  the  one  product 

Kit  Data  Entry  Screen 

On  the  kit  data  entry  screen,  the  kit  name  will  be  displayed  along  with  the  inventory  part  numbers  and 
quantitres  that  are  included  in  the  kit  A  blank  is  positioned  opposite  each  kit  that  has  been  recorded.  Use 
die  arrow  or  Enter  key  to  position  the  cursor  in  the  blanks  opposite  kits  you  provided  to  the  customer. 
Record  the  number  of  kits  to  be  recorded  against  the  customer  and  job  order  listed  at  the  top  of  the  screen. 
You  must  press  Enter  after  each  blank  you  fill  in. 
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If  the  customer  informatkm  isnmctNrect,  fuiess^  The  cursor  will  be  positioned  at  the  top  oi  the 
soeen  where  you  can  dien  make  required  changes. 

If  you  press  PgUp  while  recording  a  new  transaction,  the  first  data  entry  screen  will  be  displayed. 

When  you  have  recorded  numbers  for  each  kit  you  provided  to  the  customer,  press  PgDn  to  exit  the  kit  data 
entry  screen(s).  The  inventmy  data  entry  screen  will  be  displayed. 

Inventory  Data  Entry  Screen 

Each  item  you  maintain  in  inventory  stock  will  be  di^layed  on  the  inventmy  data  entry  screen(s).  If  you 
have  entered  many  inventory  items,  several  screens  wiU  be  displayed.  Fbr  each  item  stocked,  the  stock 
number,  descr^rm,  unit  of  issue,  unit  cost,  and  number  currently  in  stock  will  be  shown. 

To  bUl  the  customer  for  individual  inventory  items,  position  foe  cursor  in  foe  blank  corre^nding  to  the 
item  to  be  billed,  and  type  foe  number  of  items  provided  to  foe  customer  in  that  blank.  Press  Enter  after 
each  number  you  type.  You  can  bill  any  number  of  any  and  all  items  listed  as  long  as  they  are  stocked.  If 
an  item  is  out  of  stock,  a  restock  message  will  be  displayed  in  the  blank  normally  used  for  receding  foe 
number  of  items  to  bill. 

If  you  press  PgUp  while  recording  a  new  transaction,  foe  first  data  entry  screen  wiU  be  di^layed. 

When  all  required  numbers  have  been  entered,  press  Esc  or  PgDn  to  exit  foe  data  entry  screen.  If  you  press 
PgUp  at  the  inventory  data  entry  screen,  you  will  be  returned  to  the  identify  product  data  screen  or  the  first 
kit  data  entry  screen,  depending  on  foe  number  of  products  you  have  record  for  the  task. 

Confirmatioii  Pronqit 

After  you  have  entered  foe  numbers  for  kits  and  stock  items,  a  confirmation  prompt  will  be  di^layed.  Note 
information  di^Iayed  (xi  this  screen.  If  a  kit  you  billed  contains  a  part  that  is  currently  out  of  stock,  that 
information  will  be  displayed.  The  parts  that  are  out  of  stock  will  be  displayed.  You  can  bill  currently 
stocked  items,  but  those  t^t  are  out  of  stock  will  not  be  billed.  At  foe  confirmation  prompt,  press  Y  to 
confirm  foe  order,  N  to  ignore  foe  order,  or  R  to  redo  the  order. 

NOTE;  Ihe  program  assigns  a  material  charge  control  number  to  each  material  charge  recorded. 
The  material  charge  transactions  you  entered  will  not  be  recorded  until  you  exit  the  data  entry 
screens.  You  must  press  Y  and  at  the  confirmation  prompt  before  foe  transactions  are  stored. 
Always  note  foe  (^raux:  messages. 
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Chapter  5.  Recording  Labor  Information 

This  chapter  lists  the  procedure  for  recording  labor  hours  and  costs.  The  Recording  Labor  functitm 
features  detailed  on-screen  instructions.  The  procedure  listed  in  diis  chapter  gives  more  detailed  informati<m 
on  options  available. 

Labor  Hours  and  Costs 

Lalxv  hours  can  be  recorded  only  for  those  employees  whose  labm*  rates  have  been  recorded  using  the 
Sehq)  Menu.  Hours  are  recorded  against  q)ecific  prodtmts  [n’oduced  under  q)ecific  tasks.  If  more  dum  one 
inoduct  is  listed,  you  can  record  hours  expended  against  any  product  Labor  costs  for  a  product  are 
extrapolated  from  the  number  of  hours  recorded  and  the  stored  hourly  rates  for  the  employee.  Regular  and 
overtime  labor  hours  can  recorded  against  the  products  listed  for  a  task. 

Receding  Number  and  Type  of  Hours 

Labor  hours  should  be  recorded  each  week.  To  rec(»d  labor,  perform  the  procedure  listed  in  diis  chapter 
for  each  employee. 

1 .  At  the  Main  Menu,  press  L.  The  selecting  employee  data  entry  screen  will  be  diq)layed.  Initials  and 
names  for  all  employees  are  listed.  If  the  employee  is  not  listed,  exit  the  labor  function  and  use  the 
Sehq)  Menu  to  foe  required  employee  infmmation. 

2.  At  the  selecting  employee  data  entry  screen,  type  foe  initials  of  the  employee.  The  locating  matching 
informatimi  data  entry  screen  wiU  be  di^layed.  Note  instructions  at  the  bottom  of  foe  screen. 

3.  At  foe  locating  matching  infnmation  data  entry  screen,  type  foe  applicable  foil  or  partial  work  order 
number,  customer  name,  or  job  order  number  and  press  Enter.  The  program  will  search  for  and  di^lay 
iq)plicable  information.  Sel^t  foe  proper  information  and  press  Y.  The  entering  product  hours  data 
entry  screen  will  be  di^Iayed. 

The  entering  product  hours  data  entry  screen  ermtains  blanks  for  recording  regular  and  overtime 
labor  hours  against  the  product  Blanks  for  each  product  you  have  reemded  as  applicable  to  the 
task  will  be  displayed.  Blanks  for  hours  related  to  new  products,  revised  products,  and  reprint 
[noducts  wiU  be  di^layed  under  HOURS.  Note  that  foe  number  of  product  items  is  also  di^layed 
under  NEW  PRODUCT  ITEMS,  REVISED  ITEMS,  and  RERUN  ITEMS. 

You  can  change  foe  product  information  at  this  time  by  pressing  PgUp.  A  changing  products 
produced  data  entry  screen  will  be  displayed.  Read  the  instructiems  at  foe  bottom  of  the  screen. 

Four  PRODUCT  NAME  blanks  are  available.  Products  and  numbers  already  recorded  are  displayed. 
If  no  product  name  or  number  has  been  reemded,  foe  product  MISC  will  be  displayed  as  [noduct 
number  1. 

For  any  numbers  recorded,  there  must  be  a  correspmiding  prodiKt  name.  You  can  change  the 
name  and  number  of  items  of  any  listed  product  Available  product  names  are  listed  at  the  bottom 
of  foe  screen.  You  can  delete  a  product  that  does  not  have  charges  recorded  against  it  Products 
with  charges  recorded  are  marked  with  asterisks.  If  you  attempt  to  delete  a  product  with  charges 
already  recorded,  <n  type  an  erroneous  product  ruune,  an  error  message  will  be  displayed.  You  can 
exit  this  screen  and  return  to  the  entering  product  hours  data  entry  screen  by  pressing  PgDn  or  Esc. 
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4.  Position  the  cursor  in  the  {Mtjper  blanks  and  type  the  number  of  regular  bours  and/or  the  number  of 
overtime  hours  to  be  tecorded  and  press  Enter.  If  ymi  are  backing  out  hours,  enter  a  minus  sign 
before  foe  number. 

A  compledmi  prompt  will  be  di^layed.  If  foe  task  is  complete,  type  die  completion  date  in  the 
completion  dam  bl^. 

5.  A  confirmation  prompt  will  be  displayed.  To  confirm  foe  hours,  press  Y.  A  Continuati<m  Menu  will  be 
di^layed.  Note  choices.  To  ccMtinue  recording  lidxir  for  the  current  employee,  press  C.  To  record 
labor  for  another  employee,  press  N.  To  exit,  press  X. 

If  you  press  N,  return  to  step  2. 

If  ytni  press  C,  return  to  step  3. 

If  you  press  X,  and  foe  print  labor  option  has  been  selected  at  foe  Printer  Options  Menu,  foe  Print 
Lrdior  prompt  will  be  di^layed.  To  print  the  labor  infnmation  just  recorded  press  Y  and  press 
Enter. 

Backing  out  Hours 

To  back  out  erroneously  recmded  hours,  type  negative  numbers  (numbers  preceded  by  a  minus  sign)  in  the 

HOURS  blanks. 
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Chapter  6.  Viewing  Information 


Information  That  Can  Be  Viewed 

Use  the  View  Menu  to  view  task  information,  material  charge  transactions,  and  inventory  informatkm.  You 
can  also  use  the  Inventory  Check  Menu  to  view  inventory  information.  You  can  view  enq>k>yee  infcxmation 
and  sales  information. 

Viewing  Task  Information 

At  die  Main  Menu,  press  V.  The  View  ^fenu  will  be  di^layed. 

To  view  task  information  by  customer,  code,  or  work  order  number,  press  W.  The  locating  task 
informatioD  data  entry  screen  will  be  di^layed.  Note  instructions  displayed  at  the  bottom  of  the  screen. 

You  can  locate  tasks  by  customer,  code,  or  work  order  number.  the  full  or  partial  customer  ruune  or 
code,  mr  Ae  full  work  order  number.  The  program  will  locate  each  applicable  item  und  display  brief 
infnmation  on  the  screen.  Note  the  choices  displayed  at  the  bottom  of  the  screen.  To  access  the  informati<m 
for  more  detailed  viewing,  press  Y.  To  continue  viewing  brief  information  accmiding  to  your  search,  press 
N.  To  exit,  press  X.  If  you  access  the  infcmnation  for  a  mwe  detailed  look,  the  following  information,  if 
recorded,  will  be  di^layed: 

work  order  number 
classification 

custoner  ruune,  code,  and  telej^one  extension 

all  job  order  numbers  used,  dates  assigned,  and  total  charges 

project  tide 

shop  store  charges 

illustrator  names,  dates  assigned,  hours,  and  customer  costs 

date  first  labor  was  recorded 

inoject  start  and  completion  dates 

comments 

products  produced 

total  customer  cost  to  date 

To  view  task  information  by  job  order  number,  press  J  at  the  View  Menu.  You  will  be  prompted  to  enter 
the  full  or  partial  job  order  number.  A  screen  showing  detailed  information  wUl  be  displayed  fm*  each  task 
with  mating  job  mder  number  information. 
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To  view  task  inforaatioii  by  enqtloyee  labor  (enqtloyee  who  has  worked  od  a  task),  press  E  at  the  View 
Menu.  The  selecting  en^loyee  data  entiy  screen  will  be  di^layed.  All  available  employees  and  diek  initials 
will  be  di^layed.  Type  die  initials  of  the  employee.  A  screen  showing  detailed  infbnnisioo  will  be 
di^layed  ftar  each  ta^  that  employee  has  charged  against 

Viewing  Material  Charges 

At  die  Main  Menu,  press  V.  The  View  Menu  wUl  be  di^layed. 

At  die  View  Mmu,  {ness  L. 

At  the  Viewing  Material  Charges  Menu,  press  O  to  view  one  material  charge,  A  to  view  all  material 
charges,  S  to  view  selected  material  charges. 

If  you  press  O  to  view  one  material  charge,  die  locating  miuerial  charge  informatimi  data  entry  screen  will 
be  di^layed.  Note  instructions  at  the  bottom  of  the  screen.  Enter  the  full  or  partial  customer  name  or  cotte 
or  the  full  material  charge  control  number  to  initiate  a  search  for  the  material  charge.  Each  material  charge 
matching  flic  information  you  entered  will  be  di^layed. 

If  you  press  A  to  view  all  material  charges,  informadon  for  all  items  will  be  (delayed  in  numerical  order. 
You  can  press  Esc  at  any  time  to  return  to  the  previous  menu. 

Press  S  to  view  selected  material  charges.  The  Viewing  Selected  Material  Charges  Menu  will  be  displayed. 
You  can  view  selected  material  charges  by  customer  name,  code,  or  job  mder  number,  by  transaction  form 
number,  by  date  entered,  or  by  portion  of  the  wrx’k  order  number.  You  will  be  prompted  to  enter  the 
informadon  requited  for  the  search.  When  all  matching  items  have  been  diqilayed,  you  wUl  be  returned  to 
the  Viewing  Selected  Material  Charges  Menu.  The  number  of  material  charges  viewed  will  be  di^layed  at 
die  bottom  of  die  screeiL  To  return  to  die  Viewing  Material  Charges  Menu,  {vess  X. 

Viewing  Inventory  Information 

At  the  View  Menu,  press  S.  The  inventory  informadon  screen(s)  will  be  di^Iayed  The  material  you 
currendy  have  in  stock  will  be  displayed.  The  stock  number,  name,  urdt  of  issue,  unit  cost,  and  number  of 
items  in  stock  will  be  shown  fw  each  item.  After  all  items  have  been  di^layed,  a  screen  showing  items 
currendy  out  of  stock  will  be  displayed. 

You  can  also  use  the  Check  Inventory  selecdon  at  the  Main  Menu  to  view  stocked  items.  At  the  Main 
Menu,  press  I.  At  the  Inventwy  Check  Menu,  press  V  to  view  inventory  items. 


Viewing  Kit  Information 

You  can  view  kit  informadon  at  the  View  Menu  or  the  Inventory  Check  Menu.  At  the  View  Menu  or  die 
Inventory  Check  Menu,  press  K.  The  kits  you  have  set  up  will  be  displayed.  The  kit  name  and  the  stock 
number  and  name  and  quandty  of  each  item  in  the  kit  wUI  be  shown. 
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Viewing  Sales  by  Stock  Number 

You  can  view  the  total  number  of  sales  of  each  item  stocked.  At  the  View  Menu,  press  P.  Note  instructions 
at  the  bottom  of  tte  data  entry  screen.  Type  the  full  or  partial  stock  number  in  the  first  blank.  To  count 
(mly  those  items  appearing  on  a  single  transaction  form,  enter  the  form  number  in  the  second  blank.  To 
include  only  items  recorded  after  a  specific  date,  enter  the  date  in  the  secrnid  blank.  Note  that  you  can 
retrieve  the  information  by  form  number  or  date,  not  both.  After  your  selections  have  been  made,  an 
information  screen  showing  the  number  of  items  counted  and  the  individual  stock  numbers  included  in  the 
count  This  function  is  also  available  at  the  Inventory  Check  Menu. 

Viewing  Archived  Forms 

When  you  print  a  transaction  form,  basic  accounting  inft^ation  for  each  material  charge  is  written  to  a 
text  file.  You  can  view  this  archived  transaction  form  infenmation  if  required.  At  the  View  Menu,  press  T. 
The  Archive  View  Choices  Menu  will  be  di^layed.  Press  L  to  view  the  last  original  or  duplicate  form 
printed.  Press  A  to  view  all  forms  that  have  been  printed.  Note  the  instructions  displayed  at  the  begitming 
of  the  file.  If  the  display  takes  more  than  one  screen,  press  the  space  bar  to  scroll  to  the  next  screen.  Press 
Q  to  quit  at  any  time.  When  the  entire  file  has  been  displayed,  you  will  be  prompted  to  press  Enter. 

Checking  the  Inventory 

Main  Menu  selection  I  (Check  Inventory)  allows  you  to  view  inventory  information.  At  the  Inventory 
Check  Menu,  press  I  to  display  inventory  items  that  are  out  of  stock.  Press  V  to  display  the  inventory  list 
Press  T  to  display  a  list  of  transaction  forms  that  have  not  been  printed.  Press  K  to  display  kit  information. 
Press  C  to  check  the  kits  for  problems  with  out-of-stock  parts.  Press  S  to  count  sales  of  one  stock  item. 

Viewing  the  Customer  List 

To  view  a  list  of  customers,  press  C  at  the  View  Menu.  The  Viewing  Customer  List  Menu  will  be 
displayed.  You  can  view  all  or  selected  customers. 

To  view  information  on  all  customers,  press  A.  For  each  customer,  a  screen  showing  customer  name,  code, 
phone,  and  job  order  munber  used  will  be  displayed.  Note  instructions  displayed  at  the  bottom  of  the 
screen.  Press  Enter  to  browse  through  the  list  Press  Esc  to  return  to  the  menu. 

To  view  information  on  selected  customers,  press  S.  You  will  be  prompted  to  enter  the  customer's  full  or 
partial  name  or  the  customer's  full  or  partial  code.  The  customer  name,  code,  phone,  and  job  order  number 
will  be  displayed  for  each  match  found. 

Viewing  Employee  Information 

You  can  view  employee  information  from  the  View  Menu  or  the  Setup  Menu.  To  view  employee  informa¬ 
tion  from  the  View  Menu,  press  I  at  the  View  Menu.  To  view  employee  information  from  the  Setup  Menu, 
press  E  at  the  Setup  Menu  and  then  V  at  the  Employee  Options  Menu.  The  View  Employee  Information 
Menu  will  be  displayed. 
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To  view  infmnation  on  one  employee,  press  O  at  the  View  Employee  Information  Menu.  The  employee 
informati<m  data  entry  screen  will  be  displayed.  You  will  be  prompted  to  enter  the  initials  of  the  employee. 
All  available  initials  and  names  will  be  displayed  fcx*  your  selection.  Type  the  employee  initials  and  press 
Enter.  The  employee  last  name,  first  name,  title,  overhead  and  project  rates,  and  employment  status  will  be 
di^layed. 

To  view  infmmation  on  all  employees,  press  A  at  the  View  Employee  Information  Menu.  A  separate  screen 
will  be  displayed  for  each  employee.  The  employee  last  name,  first  name,  title,  overhead  and  project  rates, 
and  employment  status  will  be  displayed.  Note  instructions  at  the  bottom  of  the  screen.  Press  Enter  to 
cmitinue  viewing.  Press  Esc  to  return  to  the  menu. 


Viewing  Statistics 

You  can  view  or  print  product  statistical  information  from  the  Statistical  Information  Menu.  At  the  View 
Menu,  press  G.  The  Statistical  Information  Menu  will  be  displayed.  Because  time,  cost,  and  labm* 
infrmnation  cannot  be  considered  final  imtil  a  task  is  complete,  only  completed  task  information  is 
examined  for  inclusion  in  the  statistical  reports.  You  can  view  or  print  information  by  organizational  code, 
job  order  number,  or  illustrator. 

All  selections  allow  you  to  restrict  information  to  products  produced  under  tasks  recorded  between  two 
dates.  If  accessing  information  by  organizational  code,  you  can  also  restrict  information  to  products 
produced  for  a  particular  organizational  code.  If  accessing  information  by  job  order  number,  you  can 
restrict  information  to  products  produced  under  one  or  several  job  order  numbers.  If  accessing  information 
by  illustrator,  you  can  restrict  information  to  products  produced  by  a  particular  code,  and  also  to  those 
tasks  where  an  illustratm*  is  the  primary  or  secondary  illustrator. 

If  you  are  accessing  information  by  organizational  code  or  job  order  number,  statistical  information  will  be 
provided  fm-  a  qtecifrc  product,  so  you  must  enter  a  product  name.  If  accessing  information  by  illustrator, 
you  do  not  have  to  enter  a  product  name,  but  the  information  will  be  more  detailed  if  you  do. 

Statistical  information  includes  the  munber  of  products  produced,  the  total  cost  to  the  customer,  and  the 
unit  cost  to  the  customer. 
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Chapter  7.  Printing  Information 


Before  You  Print 

The  Setup  Menu  Printer  Control  option  allows  you  to  select  the  computer  printer  output  port  and  the  type 
of  printer  you  are  using.  At  die  Setup  Menu,  press  P.  The  Printer  Options  Menu  will  be  (delayed. 

At  die  Printer  Options  Menu,  you  can  select  an  Epson  dot  matrix  or  an  HP  LaserJet  printer  emulatimi.  For 
an  HP  emulation,  press  H.  Fbr  an  Epson  emulation,  press  E. 

Check  the  PC  printer  port  At  the  Printer  Options  Menu,  [xess  the  port  selection  (1, 2, 3,  or  4)  corre- 
^nding  to  your  semp.  If  you  select  a  printer  port  that  does  not  have  a  printer  attached,  the  messages 
TURN  PRINTER  ON  TO  CHECK  STATUS  and  PRINTER  NOT  READY  will  be  displayed.  If  the  printer  port  has 
been  correcdy  selected  and  that  message  is  displayed,  check  that  the  printer  is  on-line  and  that  the  cable  is 
securely  attached. 

Toggle  the  Print  Labor  Option  ON  if  you  want  a  printout  of  labor  hours  as  you  record  diem. 

The  Print  Menu 

The  Print  Menu  allows  you  to  print  task  and  transactimi  infoimation.  To  access  the  Print  Menu,  press  P  at 
the  Main  Menu.  The  Print  Menu  will  be  displayed.  Print  choices  are  also  available  at  the  Transaction 
Fnms  Menu,  the  Invenfoxy  Check  Menu,  and  the  Employee  Options  Menu.  The  Print  Menu  is  shown  in 
figures. 


MIS  AND  SHOP  STORE  PRINT  MENU 

TASK  PRINT  CHOICES 

SHOP  STORE  PRINT  CHOICES 

0- ONE TASK 

T  •  TRANSACTION  FORMS 

P  •  TASKS  BY  CUSTOMER 

CURRENT  FORM  IS* 

C- TASKS  BY  CODE 

S  •  INVENTORY  STOCK  LIST 

J  •  TASKS  BY  JO  NUMBER 

K  -  KIT  LIST 

Q- STATISTICS 

L  -  SELECTED  MATERIAL  CHARGES 

H  -  PRODUCT  COST/TIME  AVERAGES 

N  -  TASKS  WITH  NO  CUSTOMER  COSTS 
1  •  TASKS  BY  ILLUSTRATOR 

A  •  ALL  MATERIAL  CHARGES 

X- EXIT? -HELP 

CHOICE  ? 

PRINTER  READY 

Figure  3.  Print  Menu. 
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Task  Print  Clioices 


You  can  [Mint  task  information  by  individual  work  order  number,  cusUnner,  organizatkmal  code,  or  job 
order  number. 

One  Task 

Press  O  to  print  detailed  infumation  (»  one  task.  The  locating  task  information  data  entry  screen  will  be 
displayed.  Note  instructions  displayed  at  the  bottom  of  die  screen. 

Type  the  woric  order  number,  customer  name,  <x  customer  code.  You  can  locate  the  qiecific  task  by  typing 
the  full  work  order  number,  the  full  or  partial  customer  name,  or  the  customer's  full  or  partial 
organizational  code. 

If  you  enter  the  wwk  order  number,  the  program  will  find  and  isrim  the  task  infwmation. 

If  you  type  the  customer's  full  or  partial  name  or  organizational  code,  the  program  will  search  the 
database  for  all  records  with  matching  information.  It  will  display  infmmation  about  each  match, 
and  you  will  be  allowed  to  select  the  infcnmation  you  need.  For  each  match  the  program  locates,  the 
infbrmadon  and  a  menu  will  be  displayed.  Y<m  will  be  allowed  to  access  the  di^Iayed  information, 
keep  looking  to  further  matches,  or  stop  looking  and  exit  the  function.  When  the  formation  for 
which  you  ate  searching  is  displayed,  press  Y  U>  access  the  task  and  print  the  information. 


Tasks  by  Customer 

At  die  Print  Menu,  press  A  to  print  a  list  of  all  tasks  from  an  individual  customer.  At  the  data  entry  screen, 
type  die  customer's  full  or  partial  name  and  press  Enter.  If  you  enter  a  partial  name,  such  as  SMITH, 
infrxmatkm  on  all  tasks  from  all  customers  with  SMITH  in  their  names  will  be  printed.  To  narrow  the 
selection,  type  enough  of  the  customer's  name  to  ensure  that  only  tasks  from  that  customer  will  be  included. 

Tasks  by  Code 

At  die  Print  Menu,  press  C  to  print  a  list  of  all  tasks  from  an  individual  wganlzational  code  or  a  list  of  all 
items  listed  numerically  by  organizational  code.  At  the  data  entry  screen,  type  the  code  or  the  word  all  and 
press  Enter.  If  you  type  a  code,  you  wUl  be  prrxnpted  to  enter  whether  or  not  you  want  to  include  also  all 
codes  (xganizatirmally  located  under  that  code. 

Tasks  by  Job  Order  Number 

At  the  Print  Menu,  press  J  to  print  a  list  of  items  by  job  (»der  number.  The  Job  Order  Print  Choices  Menu 
will  be  di^layed. 

Selection  F  allows  you  to  include  one  job  order  only  or  job  mders  cmitaining  commmi  digits  located 
anywhere  within  tlK  job  order  number.  If  you  want  to  print  a  list  of  all  tasks  using  job  rader  numbers  diat 
containthe  digits ‘111,’  use  selection  F. 

Selection  W  allows  you  to  include  job  cnders  diat  begin  with  the  same  digits.  If  you  want  to  print  a  list  of 
all  tasks  that  have  used  job  order  numbers  starting  widi  ‘7961 10,’  then  choose  selection  W. 
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Statistics 


You  can  view  or  print  product  statistical  information  irom  the  Statistical  Information  Menu.  At  the  Print 
Menu,  press  G.  The  Statistical  InfOTmation  Menu  will  be  displayed.  Because  time,  cost,  and  labor 
information  cannot  be  considered  final  until  a  task  is  complete,  only  completed  task  information  is 
examined  for  inclusion  in  the  statistical  reports.  You  can  view  or  print  informatitm  by  organizational  code, 
job  order  number,  or  illustrator. 

All  selections  allow  you  to  restrict  inftxmation  to  products  produced  under  tasks  recorded  between  two 
dates.  If  accessing  informatitm  by  organizational  code,  you  can  also  restrict  infmmation  to  products 
produced  for  a  particular  organizational  code.  If  accessing  information  by  job  order  number,  you  can 
restrict  information  to  products  produced  under  one  or  several  job  order  numbers.  If  accessing  infomuuion 
by  illustrator,  you  can  restrict  information  to  products  produced  by  a  particular  code,  and  also  to  those 
tasks  where  an  illustrate*  is  the  primary  or  secondary  illustrator. 

If  accessing  information  by  organizational  code  or  job  order  number,  statistical  informatiei  will  be 
provided  for  a  specific  product,  so  you  must  enter  a  product  name.  If  accessing  information  by  illustrator, 
you  do  not  have  to  enter  a  i»oduct  name,  but  the  information  will  be  more  detailed  if  you  do. 

Statistical  informatiei  includes  the  number  of  products  produced,  the  total  cost  to  the  customer,  and  the 
unit  cost  to  die  customer. 


Product  CostHTime  Averages 

You  can  print  lists  of  products  with  customer  cost  totals  and  averages  for  products.  You  can  restrict  the 
listings  to  include  only  tasks  from  specific  organizational  codes  or  tasks  recorded  within  a  specified  time 
period.  You  can  restrict  the  list  to  include  only  completed  tasks.  You  can  configure  this  report  in  several 
other  ways  as  well. 

Tasks  with  no  Customer  Costs 

You  can  print  a  list  of  tasks  that  have  had  no  material  charges  recorded  or  a  list  of  tasks  that  have  had  no 
labor  chafes  recorded. 

Tasks  by  Illustrator 

You  can  print  lists  of  tasks  by  illustrator  for  any  or  all  products. 


Shop  Store  Print  Choices 
The  Print  Menu  allows  you  to  print 
lYansaction  forms 

Inventory  stock  list 

A  kit  list 

Selected  material  charge  transactions 
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AU  material  dbarges  recmded  (in  various  orders) 

You  can  also  print  selected  shop  store  informatkm  from  dte  Transaction  Forms  Menu  and  the  Inventmy 
Check  Menu. 

Prinring  Transactioii  Funis 

At  the  Main  Menu,  press  T  to  access  the  Transaction  R)nns  Menu.  The  current  form  number  will  be  dis¬ 
played  at  the  tq>  of  die  screen.  The  current  form  lists  the  most  recent  material  charge  transactions.  Chapter 
8  crmtains  detailed  infumation  on  the  TYansaction  Forms  Menu. 

Printing  a  Draft  of  a  Transaction  Form.  Before  you  print  the  current  transactirm  form  for  sending  to 
accounting,  press  D  at  the  lYansaction  Forms  Menu  to  print  a  draft  copy.  Recheck  materia]  charges  and 
correct  billing  mistakes  before  you  print  the  form  that  will  be  sent  to  accounting. 

Printing  the  Actual  T^  ction  Form.  At  the  'lYansaction  Forms  Menu,  press  P  to  print  a  transaction 
form  fu  sending  to  a<  ang.  You  will  be  prompted  to  enter  the  form  number  to  print  A  confirmation 
prompt  will  be  dispiayeu.  The  screen  displays  infinmation  on  whedier  the  form  has  been  previously  printed 
or  not  If  the  form  has  not  been  printed  before,  it  will  be  marked  original  when  printed  siA  should  be  sent 
to  accounting.  If  it  has  been  printed  before,  it  will  be  marked  duplicate.  When  an  original  form  is  printed, 
the  next  number  in  sequence  is  autunatically  applied  to  future  material  charge  transactions  that  you  enter. 
Always  print  a  draft  (selection  D)  of  the  transaction  ft»m  before  you  print  the  actual  fom. 

Printing  the  InventoiT  Stock  List 

The  inventuy  stock  list  lists  all  items  you  have  in  stock.  You  can  print  the  inventcHry  stock  list  from  the 
Print  Menu  or  the  Inventory  Check  Menu.  Press  S  at  the  Print  Menu  (xr  P  at  the  Inventory  Check  Menu  to 
print  the  list  It  will  list  item  stock  number,  name,  unit  of  issue,  and  number  in  stock  for  each  item  in  the 
inventory.  A  list  of  items  that  are  currently  out  of  stock  will  be  printed  at  the  bottom  of  the  inventory  list 

Printing  the  Kit  List 

Press  K  at  the  Print  Menu  to  print  a  list  of  kits.  The  list  shows  kit  names  and  the  stock  number  and  name 
and  quantity  of  inventory  items  contained  in  each  kit 

Printing  a  List  of  Material  Charges 

Selected  Material  Charges.  Press  L  at  the  Print  Menu  to  print  a  list  of  selected  material  charge 
transactions.  The  Printing  Selected  Material  Charges  Menu  will  be  di^layed.  You  can  ^t  the  list  of 
material  charges  for  any  customer  name,  code  or  job  order  number,  or  by  transaction  form  number  or  date 
entered.  You  will  be  prompted  to  enter  information  for  the  program  search.  The  printout  will  list  material 
charge  control  number,  stock  number,  item  name,  unit  of  issue,  quantity,  unit  cost,  total  amount,  customer, 
customer  code,  date  entered,  job  order  number,  transtu;ti(Hi  form  number,  and  transaction  form  date  for  all 
material  charge  transactions  that  match  the  search. 

All  Material  Charges.  Press  A  at  the  Print  Menu  to  imnt  a  list  of  all  material  charge  transactions  in 
various  orders.  You  can  print  by  custmner  name,  code,  or  job  order  number.  You  can  also  print  in  mder  of 
transaction  form  number  or  stock  item  name.  These  lists  will  be  extremely  long.  Youll  need  a  lot  of  ptqier. 
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Chapter  8.  Transaction  Forms 

This  chapter  describes  the  Shop  Store  tiansactioD  form  and  includes  instructions  f<v  processing  the  form. 
The  transaction  fom  functions  are  designed  with  on-screen  instructions.  This  chiqtter  lists  m(»e  detailed 
instructions  for  using  the  functions. 

What  is  the  Transaction  Form? 

The  transaction  form  is  created  from  information  sUaed  each  time  you  bill  a  customer  for  material. 

Because  consecutive  numbers  are  assigned  to  the  forms  and  stored  with  the  billing  infrxmation,  the  MIS 
can  identify,  display,  and  print  a  list  of  charges  that  iyrpear  cm  a  specific  forms.  When  you  print  the 
transaction  form,  each  item  assigned  to  a  specific  form  number  wiU  be  listed  as  a  material  charge  on  the 
form.  The  form  is  signed  by  the  supervisor  and  sent  to  accounting  for  processing.  Accounting  ensures  diat 
die  individual  charge  amounts  listed  <»  the  trasnaction  form  are  transferred  form  the  customer’s  account  to 
die  shop  store  account 

The  Transactitm  Forms  Menu 

Press  T  at  the  Main  Menu  or  the  Print  Menu  to  access  the  Transaction  Forms  Menu.  The  TYansaction 
Forms  Menu  will  be  di^layed.  You  can  check  for  transaction  forms  that  have  not  been  printed,  view  the 
items  that  r^pear  on  any  transaction  form,  or  print  a  transactitm  ftnui.  The  lYansaction  Forms  Menu  also 
diq;>lays  the  number  of  the  current  fcam  in  use.  This  is  the  form  that  will  list  the  latest  material  charge 
transacdoos. 

Checking  for  Transaction  Forms  That  Have  Not  Been  Printed 

Press  C  at  the  Transaction  Forms  Menu  to  check  for  forms  that  have  not  been  printed.  A  transaction  form 
message  wUl  be  displayed.  Transaction  forms  are  numbered  sequentially.  Numbers  of  forms  that  have  not 
been  printed  will  be  di^layed. 

Viewing  Transaction  Forms 

Press  V  at  the  lYansaction  Forms  Menu  to  view  the  information  listed  on  a  transaction  form.  You  wiU  be 
prompted  to  enter  the  number  of  the  form.  All  infmmation  that  appears  on  that  transaction  form  will  be 
di^layed  for  each  material  charge  transaction  on  the  form.  Customer  information,  stock  information 
(including  stock  number,  unit  of  issue,  quantity,  unit  cost)  job  mder  number,  and  date  of  entry  will  be 
di^layed  for  each  material  charge  transaction.  If  the  form  has  not  been  printed,  the  message  NOT  BILLED 
YET  will  be  displayed  at  the  top  of  the  screen.  If  the  form  has  been  printed,  the  date  of  print  will  be 
di^layed  at  the  tq>  of  the  screen. 

Printing  a  Draft  of  a  Transaction  Form 

Press  D  to  print  a  draft  copy  of  a  transaction  form.  It  is  a  good  idea  to  print  a  draft  before  you  print  the 
actual  form  that  will  go  to  accounting.  This  will  allow  you  to  recheck  material  charges  and  cmrect  billing 
mistakes  befcne  the  actual  transaction  form  is  printed. 
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Printii^  a  Transaction  Form 

Press  P  to  print  a  transaction  form.  You  will  be  prompted  to  enter  the  form  number  to  print  A  confirmation 
prompt  will  be  displayed.  The  screen  displays  information  (m  whether  the  form  has  been  previously  printed 
or  not  If  the  form  has  not  been  printed  before,  it  will  be  marked  original  when  printed  and  should  be  sent 
to  accounting.  If  it  has  been  printed  before,  it  will  be  marked  duplicate.  When  an  original  form  is  printed, 
the  next  number  in  sequence  is  automatically  applied  to  future  material  charge  transactions  that  you  enter. 
Always  print  a  draft  (selection  D)  of  the  transaction  form  before  you  print  the  actual  fixm. 

Archived  Forms 

When  you  print  a  transaction  form,  basic  accounting  information  for  each  material  charge  is  written  to  a 
text  file.  You  can  view  this  archived  transaction  form  infonnation  if  required  or  cc^y  it  to  a  floppy  disk. 

Viewing  Archived  Forms 

At  the  View  Menu,  press  T.  The  Archive  View  Choices  Menu  will  be  displayed.  Press  L  to  view  the  last 
original  or  duplicate  forni  printed.  Press  A  to  view  all  forms  that  have  been  printed.  Note  the  instructions 
displayed  at  the  beginning  of  the  file.  If  the  display  takes  more  than  one  screen,  press  the  space  bar  to  saoll 
to  Ae  next  screen.  Press  Q  to  quit  at  any  time.  When  the  entire  file  has  been  displayed,  you  will  be 
prompted  to  press  Enter. 

Copying  Archived  Forms  to  Floppy  Didt 

You  can  copy  the  archived  transaction  form  information  from  your  hard  disk  to  a  formatted  floppy  disk  if 
required.  At  the  Ttansactlon  Forms  Menu,  press  E.  Follow  instructions  displayed  on  the  screen.  The  file 
created  is  an  ASCII  file  and  can  be  used  with  a  word  processing  program. 

Removing  Archived  Forms 

You  can  delete  the  archived  transaction  form  information  from  your  hard  disk  if  required.  At  the 
Transaction  Fmms  Menu,  press  R.  Copy  the  archived  form  to  floppy  disk  (selection  E)  before  you  remove 
it 
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Chapter  9.  Creating  a  Cost  Estimate 


What  is  a  Cost  Estimate? 

A  cost  estimate  displays  the  projected  customer  cost  of  a  task  based  on  your  estimate  of  the  hours  and 
material  required  to  produce  the  products  for  that  task.  The  estimate  includes  the  cost  fm^  work  by  up  to 
five  employees  and  the  cost  fw  as  many  stocked  items  as  the  task  requires.  The  cost  estimate  can  be  viewed 
and  printed. 

Creating  a  Cost  Estimate 

To  create  a  cost  estimate,  press  Q  at  the  Main  Menu.  The  creating  cost  estimate  data  entry  screen  will  be 
di^layed.  Note  the  on-screen  instructions  displayed  at  the  bottom  of  the  screen. 

At  the  creating  cost  estimate  data  entry  screen,  type  the  customer  name  and  the  type  of  job  mder  number 
(project  or  overhead)  to  be  used  and  press  Enter.  The  selecting  employees  for  estimate  data  entry  screen 
will  be  di^layed.  All  available  enqtloyees  and  their  initials  will  be  di^layed. 

At  the  selecting  employees  data  entry  screen,  type  the  initials  of  the  first  employee  and  press  Enter.  Labor 
hour  prompts  will  be  di^layed  below  the  employee  initials.  Type  the  number  of  regular  hours  and  overtime 
hours  to  be  worked  and  press  Enter.  The  employee's  initials  will  be  displayed  at  the  bottmn  of  the  data 
entry  sc , .  cr  You  can  enter  up  to  five  different  employee  initials  and  hours  on  each  estimate.  Continue 
recording  craployee  initials  and  hours  as  required.  When  you  have  entered  all  required  employee  initials, 
press  PgDn  or  Ero  to  exit  the  selecting  employee  data  entry  screen.  The  available  kit  data  entry  screen  wiU 
be  displayed. 

Type  the  number  of  each  kit  required  in  the  applicable  blanks  and  press  Enter.  Press  PgDn  to  exit  the 
screen.  The  inventcvy  items  data  entry  screen  will  be  displayed. 

Type  the  number  of  each  stock  item  required  in  the  tpplicable  blanks  and  press  Enter.  Press  PgDn  to  exit 
the  screen.  A  confirmatimt  prompt  will  be  displayed.  Note  instructimis  displayed  on  the  screen.  Press  Y  to 
di^lay  die  completed  estimate.  To  print  the  estimate,  press  P. 
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Chapter  10.  Backup  and  Restore 


What  You  Wm  Need 

The  Backiqpi/Restofe  option  allows  you  to  back  tq)  die  database  files  used  in  die  program  to  disks  in  drive  a 
or  b  or  restore  backed  up  files  to  current  use.  The  program  uses  the  DOS  backiqp  utility  to  allow  long  files 
to  be  written  over  sever^  disks.  You  must  have  a  formatted  floppy  disk  available  to  back  up  the  files.  You 
can  use  the  same  backup  disks  over  and  over.  Each  time  you  back  up  your  files,  mark  the  disks  with  the 
date  of  backup. 

Backing  Up  Files 

To  back  up  files,  press  B  at  the  Setup  Menu.  An  inform^mi  and  instruction  screen  will  be  di^layed.  Read 
the  text  di^layed  and  press  Enter.  The  Backup/Restore  Menu  will  be  di^layed. 

To  back  up  files,  press  A  or  B  at  the  Backup/Restore  Menu.  This  selection  indicates  which  flqipy  disk 
drive  you  will  be  using  for  the  backup  disks.  The  DOS  Backup  utility  will  be  called.  Follow  instructions 
di^layed  on  the  screen.  The  databases  holding  administrative  informaticm  as  well  as  those  holding 
information  on  inventory,  kits,  tasks,  customers,  employees,  and  material  charge  transactions  will  be 
backed  up.  The  file  names  will  be  displayed  as  they  are  backed  iq).  If  you  have  recorded  many  tasks  and 
material  charge  transactions,  die  files  can  be  quite  large.  You  will  require  several  disks.  Use  large-capacity 
or  high-density  disks  for  backup  operations.  The  program  will  prompt  you  to  insert  disks  as  required. 
When  die  backiqi  operation  is  complete,  you  will  be  prompted  to  press  Enter. 


Restoring  Files 

Backed-up  files  should  be  restored  only  if  the  current  files  residing  on  the  hard  disk  have  been  damaged  or 
destroyed  beytmd  retrieval.  The  backed  iqi  files  contain  informadon  recraded  before  the  last  backiq>  date. 
Any  formation  reccxded  since  that  date  will  not  be  recorded  on  the  bacloip  disks. 

To  restore  files,  press  R  or  S  at  the  Backup/Restore  Menu.  This  selectitm  indicates  which  fioiqiy  disk  drive 
you  will  be  using.  An  <q>erator  message  will  be  displayed.  You  will  be  asked  to  confirm  the  restore  opera- 
ti(m.  If  you  confirm  by  pressing  R,  the  current  files  will  be  saved  and  then  the  DOS  Restore  utility  will  be 
called.  Fbllow  instructions  di^layed  on  screen.  All  current  databases  will  be  replaced  by  those  on  the 
backiqi  disks.  The  file  names  will  be  displayed  as  they  are  restored.  When  the  restore  tqieration  is  finished, 
you  will  be  prompted  to  press  Enter. 

Some  current  database  files  are  saved  to  different  file  names  before  a  restore  operation.  To  retrieve  files 
overwritten  by  the  restore  cqieration,  you  can  delete  the  current  database  files  and  rename  the  saved  files  as 
follows: 


Saved  file  name 

c:'«h(q)stmNoldemp.sav 

c:Nsh(q)st(x\oldres.sav 

c:^shopstol^oldgrmis.sav 

c:NshopstoiNoldsh(q).sav 

c:NshopstoiNoldc<mtsav 

c:'^<q)stofoldinven.sav 


Current  file  name 

c:Nshopstof«mployee.dbf 

c:NshopstoiNresource.dbf 

c:'^hopstOI^grmis.dbf 

c:^hq}stol^sh(q).dbf 

c:NshopstoiNmis^tdbf 

c:\shopstoiNinven.dbf 
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Chapter  11.  Database  Administrator 


Functkms 

Limited  functions  are  available  at  the  Database  Administrator  Menu.  The  Database  Administrator  functkm 
is  password  protected.  These  functions  are  not  normally  performed  by  the  operate.  The  following 
fimctKms  are  available. 

Start  New  Transactioii  Form 

This  function  is  not  nmmally  selected  (m*  used.  The  MIS/Shop  Store  Program  numbers  the  transaction  form 
numbers  as  required. 

Each  transaction  form  is  numbered  (starting  with  1).  All  material  charge  purchases  you  recmd  will  appear 
<m  this  form  until  you  print  die  form.  When  you  print  the  form,  the  program  checks  to  see  if  it  is  the  fim 
time  that  the  form  has  been  printed.  If  it  is,  then  foe  computer  assigns  foe  next  number  in  sequence  to  the 
next  transaction  form.  The  next  material  charge  transactions  will  appear  on  the  form  with  foe  new  number. 
If  you  print  a  diqilicate  of  a  transaction  form,  foe  program  does  not  change  foe  number. 

If  you  use  the  Start  New  Transaction  Form  selection,  foe  form  number  is  increased  by  one,  but  the  previous 
form  is  not  printed.  The  form  number  will  again  be  increased  when  you  print  foe  form.  This  selection  is 
used  only  if  you  must  begin  a  new  transaction  form  without  printing  the  current  form. 

Reinitialize  Transactirm  Fonn 

Hiis  selection  removes  the  fmm  date  infmmation  from  selected  material  charges.  It  allows  you  to  reprint  an 
original  form  as  an  original  form. 

The  form  date  information  is  written  to  die  database  record  when  an  original  transaction  form  is  printed. 

Fcn'  example,  when  you  choose  to  print  transacticn  form  number  1,  each  material  charge  transaction 
planned  for  printing  on  form  number  1  is  marked  with  the  current  date.  If  there  is  a  date  in  that  material 
charge  transaction  record  field,  the  program  can  identify  that  the  form  has  been  already  been  printed  as  an 
original. 

You  can  reinitialize  the  date  field  to  zero  for  all  material  charge  transactions  assigned  to  any  form  number. 
Do  not  do  this  if  foe  form  has  already  been  sent  to  accounting. 

Re-index  Databases 

Re-indexing  is  not  normally  required.  The  program  maintains  foe  databases  indices.  Re-index  only  after 
extensive  manual  database  manipulation. 

Program  Control  Databases 

These  selections  allow  you  to  edit  the  controlling  databases  ccmtaining  administrative,  inventory,  kit,  and 
employee  informatitm. 
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Print  Dataliase  Structure 

This  selectkm  {Mints  the  database  structure  infixmation  to  your  {xinter. 
Check  for  Product  Eirws 

This  selection  checks  the  database  for  outdated  {xoduct  names. 
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